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PRE-WAR Quality and POST-WAR Design! — 








Demand for this all-new Smith-Corona 
Office Typewriter is terrific. It really 
has the rugged qualities of pre-war construction 





and materials—p/us the many advantages achieved 
by post-wat engineering, design and other improvements. Secretaries love 
this all-new ‘‘Ezghty-Eight’’—for its many new and exclusive features 
for its brand new tireless “touch,” its speed and its fine “write.” 


See this too...another brand new model...the Smith-Corona Carbon-Ribbon Typewriter 


You'll be amazed at the Carbon-Ribbon “write” of 
this new Smith-Corona Carbon-Ribbon Typewriter. 
For very special correspondence and reports, and 
for reproduction by offset, photolith, etc. — its 
print-like “write” is really handsome. Interchange 
with regular ribbon is easy and quick. 


Smith - Corona Inc Syracuse 1 N Y Canadian factory and offices: Toronto, Ontario. Makers also of famous 
Smith-Corona Portable Typewriters, Adding Machines and Cash Registers, Vivid Duplicators, Ribbons and Carbons. 





THE OFFICE Magazine of Management, Equipment Methods, June, 1954. Vol. 39, No. 6. Published monthly 
Office Publications Co., 270 Madison " Ave., New York Y. Acceptance under section 34.64 P.L.&R, « 
, Pa., authorised. Printed in U.S.A. Rehontigtion $2 per year, $3 for 2 years, to U. s. 
Possessions and Canada. Elsewhere $3 a year, $5 for 2 years, 25c a copy. 

















A 
PROFITABLE REVIEW 
of an 


UNPUBLISHED BOOK! 


She's a good girl . . . but she knows 
something you may not! 


She knows how many times mis- 
typed letters go into the waste basket 
along with carbons — because cor- 
recting slight errors means untidy 
erasure smudges — which she hates, 
bless her! 


You know, or can estimate the waste 
in time and paper. A study made by 


one large firm indicated 48c lost every time a partly typed letter hit 
the waste basket — up to $1000 yearly in some offices! What's the 


answer ? 


EZERASE fine Bond and Onion Skin — papers with a p/us! The plus 
feature is absolutely clean erasures made at once with an ordinary 
lead pencil eraser. Everything that's typed can be completed the 


first time! 


Write us on your company letterhead or use 


the coupon for sample book of Ezerase Bond. 


Fin | 
(2 ine (sft, ee 5 ieee 


BOND - ONION SKIN 
EZERASE - OPAQUE 


THe Orrice—June, 1954 


a 
OHH 2S 


fe 
(NAL 


MILLERS FALLS PAPER CO, 
Dept. H-6, Millers Falls, Massachusetts 
Please send me sample book of EZERASE 
and ‘‘Letters for Signature’ folder 








| Company 








| Address 








| City 





How Can the Vary-Tally 
count for you? Write for 
news sheet and prices. 








Vary-Tallies help you separate the sheep from the goats, the 
big ones from the little ones, the red ones from the green ones — in 
manufacturing, sales, accounting, researching and what not! 


Vary-Tallies will do any counting job you want in any combination 
up to 6 banks high, 12 units wide (with a minimum of 2 units wide) 


Yes, you can count on ‘em or with ’em to your profit 


features of construction 


®@ Easily Readable from Any Angle 

. Bold figures Always Centered 

in Window ... No Glare. . . Fig- 

ures not Covered by Fingers in 
Operation 


@ Easily Portable, yet Ruggediy 
Built for Long Wear 


@ All Parts Corrosion-Resistant; 


Working parts of Hardened Stee! 


note these 


®@ Separate Counting Units Can be 
Rotated like Tires on a Car, to Dis- 
tribute Wear Evenly 


@ Not Affected by Extreme Heat or 
Cold 


@ individual Tag Above Each 
Counter-Window — Not Strip Tabs 


@ Veeder-Root Quality in Every Part 


The Name that ( 
teen’) VEEDER-ROOT INC. 


HARTFORD 2, CONNECTICUT 


Chicago 6,1. + New York 19,N.Y. + Greenville, S. C. Montreal 2, Conada Dundee, Scotiend * Offices and Agents in Principal Cities 
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Investing Your Office 


IFFERENCES of opinion on some 
current management problems are 
so fundamental that frequent re- 
viewing none of its value and 
often brings new factors to light so 
that objective analysis is facilitated. 
One such problem deals with the sub- 
ject of Rental vs. Capital Investment. 

Historically, ownership was a badge 
of good management and sound financial 
structure. To own 
servative management attained its status 
and proved its ability by the gradual 
acquisition of capital investment by 
means of retained earnings. Rental, as 
a business practice, is considered to be 
a substitute for capital investment and 
rents are the payment for the use of 
others’ capital. 

However, financial and operating 
management has been foreed to realign 
its thinking and its prejudices in re- 
spect to rental charges vs. the consump- 
tion of capital through depreciation 
charges due to the exceedingly high 
Federal income tax rates. No business 
transaction and very few individuals 
are beyond the long reach and_ the 
influence of the Internal Revenue Serv- 
ice. What was once “frowned upon” is 
now considered as perfectly sound prae- 
tice due principally to the potentially 
destructive force of taxation. This prob- 
ably has been the most important single 
factor in popularizing the rental path 
to the use of capital goods and facilities. 
There are, of course, other factors which 
must be considered and recognized (in 
evaluating the advantages and disad- 
vantages of rental vs. ownership. 

Modernization of the oftiee, sim plifica- 
tion of procedures and the movement 
toward increased the 
capital requirements for office equip- 
ment and machines. Mechanization has 
been facilitated because of shortages of 
trained personnel, and the 
cost of clerical operations. 


loses 


was to control—econ- 


automation has 


inereasing 


Whenever 


HARRY L. WYLIE 
Management Consultant, Chicago 


the increases in operating costs cannot 
be passed along by way of increased 
selling price, those costs must be re- 
duced—reduction invariably takes the 
form of further mechanization so that 
fewer manhours of clerical labor are 
required for the present workload 
or even an increased workload. The 
basic economic value of machine meth- 
ods lies in the fact that the machine 
makes it possible to accomplish an in- 
creased workload without the necessity 
of increasing the manhours attendant 
to that workload. Manual methods re- 
quire a direct arithmetic relationship 
between workload and available pro- 
ductive manhours. Barring improved 
methods and working conditions which 
may change the relationship, if # man- 
hours of clerical labor can produce y 
volume, then 32 manhours are required 
for a work load of 3y. Whereas 
x manhours plus proper machines ean 
turn out Sy volume, or even 4y or 
5y volume depending on conditions. 

This leads to the corollary conclusion 
that the capital investment per worker 
is increasing. There are no standards by 
which office and factory can appraise 
the investment per worker. It will vary 
by industries and by the companies 
within the industries. 

The observation is made, based on 
many opportunities of surveying office 
procedures particularly in small offices, 
that most offices are not as fully mechan- 
ized as efficiency would prompt. Many 
manhours are wasted waiting for a 
machine, or in performing a task man- 
ually because adding or calculating 
machines are not available. No 
knows how much filing material is 
assorted by the old fashioned and time- 
consuming method of laying the material 
out on table tops, ete, as compared 


one 
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Equipment Dollars 


to the use of sorting devices. How many 
hours are spent in copying data vs. 
facsimile reproduction tor additional 
copies? If this article was intended to 
be an exposure of inefficiency, the list 
could be expanded many times over. 

As a matter of interest, articles and 
advertisements were observed prior to 
writing this piece to see how many 
areas are covered by the lease, and the 
sale lease-back type of operation. The 
areas covered: cars and trucks; office 
equipment, appliances and machines; 
machine tools (used in production) ; 
office and factory buildings; musical 
instruments including TV; communi- 
cations equipment; clothing and uni- 
forms; towels, linenware, and _ cabi- 
nets; tires and tubes; home workshop 
tools, x-ray equipment. 

If one accepts the premise that leas- 
ing has been induced and encouraged 
by the effects of income tax regulations 
as well as rates, it should follow that 
any liberalization of depreciation rates 
and methods of computation will have a 
slowing down effect on leasing methods. 
The proposed income tax revisions pres- 
ently contemplate revisions in the treat- 
ment of depreciation. No one as yet 
knows what the final outcome will be 
so that computations must be based on 
suppositions. The present tax law gen- 
erally provides for reasonable rates of 
depreciation for the recovery of capital 
from physical exhaustion of property 
over its useful life. The straight-line 
method is most widely used. Permission 
to change the basis of computing de- 
preciation must be approved. 

Under the proposed tax bill, the 
declining-balance method of computing 
depreciation will be allowed for new 
property never before subject to de- 
preciation. Under the new proposal, the 
rate to be used may not‘exceed twice 
the straight-line rate of depreciation. 

Assuming an investment in new office 
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equipment and machines of $100,000, a 
comparison of the tax advantages under 
the straight-line method, declining-bal- 
ance method and lease method might be 
interesting taking the useful life of the 
equipment as being ten years. In other 
words, the equipment will be fully de- 
preciated in ten years and will be re- 
placed, whereas the lease rental will 
be carried through a comparable ten- 
year period. 

The net cost (depreciation charge 
less tax savings) is the same under 
the straight-line and declining balance 
methods, $48,000. However, there is one 
important difference, namely that only 
50% of the investment has been de- 
preciated during the first five years 
of the useful life of the equipment by 
using the straight-line method, whereas 
by the declining balance method, 67% 
of the investment is depreciated during 
the early life of the equipment. This 
has significance in that the larger part 
of the investment is recaptured during 
the period when maintenance is ordi- 
narily lightest. As the equipment 
(especially mechanical equipment) 





STRAIGHT-LINE 
METHOD 


Depreciation Income 
Charge 10%” Tax Savings’ 


$ 10,000 $ 5,200 
10,000 5,200 
10,000 5,200 
10,000 5,200 
10,000 5,200 
50,000 26,000 


1954 
1955 
1956 
1957 
1958 . 
1959-63 


$190,000 





Totals 


DECLINING-BALANCE 
METHOD 


Depreciation 
Charge 20%,’ Tax Savings’ 


$ 20,000 
16,000 
12,800 
10,240 

8,192 
32,768 


$100,000 


STRAIGHT-LEASE 
METHOD 


Lease 
Rental 
Charge’ 


$ 36,000 
30,000 
18,000 

3,000 
3,000 
15,000 


Income Income 


Tax Savings 


$18,720 
15,600 
9,360 
1,560 
1,560 
7,800 


$10,400 
8,320 
6,656 
5,325 
4,260 
17,039 








$52,000 


$105,000 $54,600 


Tax savings are computed as 52% (tax rate) of charge for depreciation or rentals. Con- 


stant tax rate of 52% has been used throughout the ten-year period. 

* Total depreciation charges cannot exceed the value of the investment—it is assumed in this 
example that the investment will be fully depreciated at the end of its useful life, i.e. ten years. 

* Lease rental charge is patterned after a plan offered by one of the well-known equipment 
manufacturers; i.e., 36% of the original list price the first year; 30% the second year; 18% 
the 3rd year; and 3% for each year thereafter. Actually the original list price is returned to 
the seller in 8 to 9 years. Rentals do not apply against the purchase of the equipment. The 
lessor maintains the equipment. Title rests with the lessor. 


grows older in point of age and use, 
maintenance increases—if depreciation 
charges continue on an equal basis, the 
operating advantages of the equipment 
are minimized because depreciation plus 
maintenance present an ever increasing 
operating charge. 

The net cost of the equipment as 
reflected by the lease-rental basis is 
$50,400 for the ten-year period—higher 
than either of the depreciation plans. 
Consider, however, the fact that 85% 
of the cost of the equipment is charged 
off during the first five years of its 
useful life plus the fact that no main- 
tenance charges are involved, and one 
begins to measure the obvious advan- 
tages of the lease method. Over and 
beyond the fact that the initial invest- 
ment in capital is avoided, there are 
other advantages in the lease method. 

The lessee has no liability beyond the 
return of the equipment in good con- 
dition after the initial lease period. The 
terms of the leases will vary by com- 
panies offering leased equipment; how- 
ever, it could be said that the minimum 


leasing period will be from one to three 
years. Companies which lease adding 
and calculating machines and_ type- 
writers offer such equipment on a 
month to month basis with a minimum 
rental fee. 

Let it be understood that the pur- 
pose of this article is not to expose 
the individual treatment and conditions 
of leases, but to appraise the economic 
value of the principle of leased equip- 
ment. 

Maintenance expense is reduced by 
leasing. It is customary for the lessor 
to take on the responsibilities of the 
maintenance and insurance coverage of 
the equipment. Title rests with the lessor. 
Ordinarily these leases do not contain 
restrictive and prohibitive clauses con- 
cerning the use and movement of equip- 
ment. The lessee has the ordinary ob- 
ligation of stewardship which requires 
reasonable use and protection of the 
equipment. 

Office managers should accept the 
viewpoint so widely used in the manage- 
ment of the plant that the purchase or 
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HANDLES ALL 
INSIDE CALLS 





. « - and does 
it handsomely 





Your city-phone switchboard is 
free and clear — customers can be Automatic SELECT-O-PHONE goes 
direct —requires no operator—gives 


reach you instantly — you get you instant ‘‘priority service’ to any part 


: eer : of office or plant. You hold quick confer- 
maximum business efficiency Ei ences—conversations are always private 


: All stati call each other at the ick 
when you use TWO communica- a ee 
tion systems ... (1) SELECT- 

1 ae New SELECT-O-PHONE INSTRUMENT, Amer- 
O-PHONE to handle all inside ica’s most attractive inside phone, is hand- 


traffic and keep your (2) city- some evidence of continued progress and 


leadership by Kellogg Intercommunication 


Systems! Completely new—-features 
phone system free for those instant-action dial and ringing button 


profitable incoming-outgoing comquenentary brown finish enhances any 


calls so vital to your success! FAST!... AUTOMATIC! . . GUARAN- 
TEED! KELLOGG INTERCOMMUNICA- 
TION SYSTEMS FOR ANY BUSINESS, 
ANY BUDGET. 


Kewoce oe 24 KELLOGG SELECT-O-PHONE— 
hey serves one to 55 stations. Saves 


time, steps, money! 


tems requiring more than 55 sta- 
tions. Provides for any future 
expansion! 


KELLOGG SWITCHBOARD AND SUPPLY CO. Available through Kellogg's nationwide 


A Division of International Telephone dealer service organization. Your dealer 
and Telegraph Corporation will gladly survey your inside communica- 
tion problem, without obligation. Get ac- 

tion—send coupon today! 


Jutercommuntcation Systems Be KELLOGG RELAYMATIC—for sys- 


The Inside Voice of Business 





Fina. a ee 


KELLOGG SWITCHBOARD AND SUPPLY COMPANY 
Commercial Products, Dept. 10F | 
79 West Monroe St., Chicago 3, Illinois 


Show us how we can save Nome_____ 
time and money with A 
KELLOGG INTERCOMMUNI- 
CATION SYSTEM. 


Compony 


Address___ 
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rental of equipment is done so on a 
pay-out basis. It is not a case of 
being sold on equipment (selling may 
give one company advantages over 
others) but a case of measuring the 
cash savings to be derived from the 
use of equipment as compared to the 
cash investment or lease rentals. Any- 
time that the cash savings from mechan- 
ization will return the investment in 
from two to five years, the payout 
warrants the transaction. Then, the 
consideration of the availability of cash 
becomes the next factor for consid- 
eration. 

Whether a company buys or leases 
hecomes a matter of financial policy. 
As was pointed out previously, leasing 
can be used as an means of financing 
or as a substitute for capital expen- 
diture. This does not change its status 
as a proper tax deduction in respect to 
expensing rentals. The terms and con- 
ditions of the lease determine this 
status. 

Space allocation,’ for example, can 


Let this 
executive 
secretary 


show you how 


to “‘go places” 


in your job 
HOW TO BE A 
TOP SECRETARY 


By MARGARET DELANO. Whether you're 
in business school, beginning a new jcb or 
trying to get ahead in the job you hold, you 
need this practical guide. The author has 
proved, through her own successful career, 
the value of the advice and sugyvestions she 
gives you. Beginning with the all-important 
Personal Qualities, the book covers in de- 
tail: Office Procedure, Dictation and Tran- 
scription, Grammar, Punctuation, Use of 
Words. It’s fun to read never ‘“‘textbooky”’ 

has a complete, easy-to-use index, ready- 
reference end-papers tells you everythiny 
you need and want to know to be tops in 
your job. At your bookstore, $3.95, or from 


TUPPER & LOVE 
Sales Office: 55 Fifth 





York 3 


Ave., Neu 


be approximated as a thumb rule on the 
basis of 60 sq. ft. per employee, using 
a 60” x 34” standard desk (approxi- 
mately 15 sq. ft.) plus a working area 
of 3 ft. behind the desk (another 15 
square feet) plus a space allocation 
ot 30 sq. ft. for aisle space, file space 
and non-productive space allocation for 
coat racks, drinking fountains, ete. 
Take Company A in Chicago, having 55 
clerical employees and 5 executives. 
This company occupies 6,200 sq. ft. for 
which it pays $6.00 per sq. ft., or 
$37,200 per year. Their space is used 
as follows: 
3,300 sq. ft. 
2,000 sq. ft. 
400 sq. ft. 
500 sq. ft. 


55 employees x 60 sq. ft. each 
5 private offices 20° x 20' 

| reception room 20° x 20° 

| filing vault & storage room 


Total 6,200 sq. ft. 
Company A has been absorbing a 
material increase in volume of business 
and a recent consolidation with a pur- 
chased company will add 10 employees 
to their payroll. There is no additional 








Dupli-Typer Ribbon Attachments 
Make INKED Copies 


Increase Production—Reduce Costs 


For 
Continuous 
Form Work 


For 
Bookkeeping 
Machines 


For full 
information write: 
DUPLI-TYPER CO. 
456 Fourth Ave., New York 16 N. Y., U.S.A. 
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A MARK 





R.C.Allen 


The only major manufacturer of business machines selling 
sucha complete line through independent dealers everywhere 


OF PROGRESS BY 





: r ; For low cost and 
R. C. ALLEN Adding Machines are ; Peg: 
designed to deliver a greater measure of high utility, see 
service, speed, and ease of operation. 
Sizes range to 13 column capacity, Pee ; , 
in hand and electric models. Model 75-10 9,999.99 with di- 
illustrated is the world’s only ten-key adding rect subtraction. 
machine having all three of these ae 
important features: automatic clear _Only $135.00 
signal, large visible answer dials, direct 
subtraction printed in red. 


Model 65; capacity 


The R. C. Allen line also includes a... 








CASH REGISTERS BY 


There is a specialized R. C. Allen 

cash register ideally suited to every need. 
All do double duty, combining cash 
register protection and information 
with adding machine convenience. 


Model 210 illustrated is one of the 
most popular models in the line, 
perfect for any retail store. Totals to 
$99,999.99, segregates sales by 
clerks, departments, commodities. 


.C.Allen 


One of the most 
popular models is 
all-purpose Model 
100-D, with 
9,999.99 capacity 
and many features 
usually found only 
in much higher 
priced machines. 
Costs only $195.00. 


} 


























“© B.C.Allen 


For a standard 
office typewriter at 
the lowest price in 
history, see the “R. 
C.” Model. Nothing 
omitted, this is a 
complete standard 
typewriter, but 
costs only $140.00 
plus tax. 


: — : Dhaal FW eae 
udiiulitiianiernga? ie 


R. C. Allen has made history with the 
introduction of a new standard of 

the industry, the beautiful VIS-O-MATIC 
with 38 points of superiority. 

Margins are both visible and automatic. 
Exclusive 10-second “Quick-Switch” platen 
provides “specialized” typing. Yet it costs 
no more than ordinary standard typewriters. 


...two outstanding typewriter values...and... 











! 
BOOKKEEPING MACHINES BY R. C.Allen } 








R. C. Allen bookkeeping machines, like 

all the other R. C, Allen office machines, are 

designed and built to give utmost service, 

maximum dependability, at lowest cost. 
Economical desk model 1302 illustrated 

has modern front-feed carriage, automatic 

tabulation, automatic credit balance, is fully R.C.Allen Business Machines. Inc. 

carriage controlled. Ideal for accounts receiv- 

able, payroll, all commercial bookkeeping. 679 Front Ave., N.W., Grand Rapids, Mich. 


Free literature and information avail- 
able from the factory, sales division 


-..a@ superb line of bookkeeping machines 

















adjacent space available for expansion. 
rhey are considering replacing their 
present furniture with smaller utility 
type equipment, 48” x 24”. If this is 
done, 10 sq. ft. per employee can be 
saved and the adequate space allocation 
per employee will be 50 square feet 
rather than 60 sq. ft. 

In practical terms, 550 usable square 
feet of floorspace is created by this 
change, the equivalent space of 10 addi- 
tional employees at 50 square feet per 
employee. Had this company continued 
to apply the 60 sq. ft. alleeation, 600 
sq. ft. of additional space would have 
been required at a cost of $3,600 per 
year. Using a five year payout basis, 
Company A has created an $18,000 
liquidating capital expenditure ($3,600 
x 5 years). Based on the cost of equip- 
ment or its equivalent rental, the actual 
payout will be considerably less than 
5 years. 

Rentals vs. purchase, as a matter of 
policy, must be appraised objectively 
in the cold light of economy, opera- 
ting improvement, space utilization, 
manhour productivity, work simplifica- 
tion and cash availability. Personal and 
private prejudices in respect to the 
value and prestige of ownership have 
no room in the formula—convenience, 
control and availability are prime 
points of consideration. One experience 
does not formulate a rule any more 
than the situation of the chap who, 
upon purchasing a house and being 
told that he would receive a deed and 
the seller would take a mortgage, re- 
plied, “You take the deed and I’ll take 
the mortgage. The last time I pur- 
chased a house, the guy who held the 
mortgage ended up owning the house. 
I won’t go to that fire twice.” There is 
no moral to this other than to get the 
facts before formulating a conclusion. 

However, do not let high income tax 
rates, as a factor of sole consideration, 
draw a company into careless attitudes 
toward expenses and short-sighted pol- 
icies because Uncle Sam picks up 52% 
of the tab. 
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ROLLER STREAK 
HEADACHES vanish with new 


BALL BEARING Form Ink and Water 
Rolls for 1250 Multilith. All side- 
play and image slur eliminated. 


Ball Bearing race substituted for 
pot metal ends. Rolls spin freely 
when tightened against end bear- 
ings. Longer life . . . greatly im- 
proved press work. We also have im- 
proved idler and ductor ink rolls. 
Good rolls are the “heart” of your 
Multilith. 


Manufacturers of VioLite, 
Ink and Water Oscillators, 
Ton Ink and other press 
specialties. 


“CONVERT YOUR 
MULTILITH TO A 
LITHOGRAPH 
PRESS 

with a SUPER OSCILLATOR 


All 1250 2066 S.D. 
Models 1300 2066 L.D. 
e Fluctuates ink for clean pull 
e Stops scumming 
e Gives sharp tones, clean reverses 


Full Plate Printing Coverage 


Fine Lines—Halftones 
100% Solids with Perfect Results 


Write for Details! 10 Days FREE TRIAL 


ALLIED LITHO SUPPLY CO. 


212 Mission St., San Francisco 5, Cal. 











At this point 


WRINKLES _ 





OLD AGE 


There’s no point collecting worry lines 
from folds and wrinkles in finished 
duplicating work. 

Most of the time these creases are 
caused by uneven moisture content in 
the paper. This causes a ‘“‘warping”’ 
of the paper in the feed tray and these 
— es are folded smooth as they feed 

er the roller. Sometimes the warp- 
inn is caused by a wide variation in 
paper moisture and room humidity. 

To combat wrinkling,’ all of East- 
ern’s wide assortment of duplicating 
papers are made with an even, correct 





moisture content . . . scientifically con- 
trolled and designed to work perfectly 
under normal office conditions. 


If you’ve been troubled by wrinkles 
why not try one of these fine papers on 
your office duplicating machines: 


Atlantic Duplicator, Atlantic Bond, 
Atlantic Mimeo, Atlantic Opaque, 
Manifest Bond, Manifest Mimeo, 
Manifest Duplicator. 


All but Atlantic Opaque are available 
in attention-compelling colors. Send for 
sample packets or sheets. 





nyplh 


ATLANTIC BOND 


MADE BY EASTERN CORPORATION * BANGOR, MAINE 


EASTERN 


Uw PAPER 





THE Orrice—June, 1954 








Now where is 
that letter 
from Smith? 


Bostitch model B8R, ™S 


with attached “Se 


staple remover. 


Don't risk loss of valuable papers 


Staple them with Bostitch 


... the only stapler with the attached remover 


Staple related papers together and low price make it good busi- 
with Bostitch staplers, and ness practice to put a Bostitch 
they're fastened securely .. . stapler on every desk. Order 
can’t get mixed up in files. Other through your stationer. . . or 
papers can’t slip under a staple phone Bostitch. 

—as sometimes happens with 
clips. Stapled papers are easier 
to file . . . don’t bulk up your 


folders . . . increase file capacity. = 0) STITC H | 


ARE YOUR PAPERS SAFE? 
Make sure. Quality construction 


FASTEN IT BETTER AND FASTER WITH 


STAPLERS AN.D STAPLES 
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CARBON PAPERS 


BF 


HECTOCRAPH 


a 


, 


het innih ae 


SN Vis 


I, 


Qyimat es 


Bs / See 
Old Oj aeiey j 


HECTOGRAPH 


Me 2P-0- HS» 


Y, EAPO RS ; 

e J radition is not just 
born. Upon markets as upon 
nations, it has to grow. 
Whereas, today, American 
business regards PANAMA- 
BEAVER Ribbons and Carbons 
as traditionally fine — 
they did not get that way 
all of a sudden. Rather, 
their prestige evolved 
through decades of careful 
planning and production. 
Their steadfast quality and 
staying properties merited 
-and won—a fair repute 
which we shall guard, what- 
ever comes. No, you cannot 
buy tradition. . . yet it is 
yours as a bonus, free with 


every PANAMA-BEAVER 
purchase. 


a > 
x 
2 % 
4 i — 
&\<¥ 


PA NAMA BEA VER 
tbnd’ nnn 


Coast to Coast Distribution 


MANIFOLD SUPPLIES Co. 
188 Third Avenue Brooklyn 17, N. Y. 








~— consider... Mr. President! 


9°°" sat le 
the speed of communicating with customers! 


eeeeee0eees 


epeeeoeeveaeveoee2 


It's faster... cheaper... 
MECHANIZED....with 


INSERTING 
& MAILING 
MACHINE 


A letter, Mr. President, is your link with ine world. MAILGINEERINC. CASE HISTORY #33 


P : “ . >, i . 
The quicker it goes, the better the response. The The Cambridge Wire Cloth Co., Cam- 
simplest way to speed mass mailings as you cut bridge, Md., says: 


costs is the INSERTING & MAILING MACHINE— “Our mailing list 
, : has approximately 

a single piece of equipment that does the work of ; 35,000 names. This 
a squad of clerks—cuts costs 4/Sths. A test run of P< 2 machine does the 
; job for us in about 
® ~ two days. It has 
I&M will save you money, let you use enclosures 7 been of real serv- 
‘ ‘ ice to us... is 

doing a fine job.” 


one of your own mass mailings will show you how 


more effectively. Ask us about it. 


INSERTING AND MAILING MACHINE COMPANY, puiciirssurc new seeser 


© COUPON e@ 


INSERTING AND MAILING MACHINE CO., Dept. OF. 
PHILLIPSBURG, NEW JERSEY 


0 Send booklet—Reducing Mailing (] We would like to test the economy 
Costs by 80%. of the Inserting & Mailing Machine. 


Individual 


7 














GATHERS ENCLOSURES = septs INTO ENVELOPE SEALS ENVELOPE PRINTS POSTAGE INDICIA COUNTS & STACKS 
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Did her first problem on a 
MARCHANT calculator at 10 a.m.... 
running it like an old hand by noon 


No wonder the office manager is happy. He’s fully-automatic 
found that anyone—with brief instruction—can ov enenetl 
turn out fast, accurate figurework with a 

MARCHANT calculator. 

+ Call the local MARCHANT MAN. He'll 

be happy to show—by a time-test run on 

your own figurework —that for simplicity 

of operation... for guaranteed 

accuracy...for time saving... 


Any way you figure—IT’S MARCHANT! 


MORCHANT see. 





Find out how a MARCHANT calculator will help cut your 
figurework costs and lighten your figuring burden. Mail 
this coupon with your business letterhead for free... 0-6 





Descriptive literature on Morchant Calculators . . . 01 
MARCHANT CALCULATORS, INC., OAKLAND 8, CALIFORNIA 


Mn me ee ee ee ee ee ee ee ee od 


| | 
| | 
1 Index to Modern Figuring by Morchant Methods. . . [) | 
| j 
| | 








NOW! Make Any Number of Shipments Against 
One Master Order Without Typing Invoices! 


New Copyflex approach to order-invoice operations 
eliminates invoice typing where multiple shipments 
are involved—cuts costs and errors, speeds billing! 


~ Quantity shipped, exten. 
sion, etc. is marked on first 
reproducible Copyfiex 
copy mode from origino! 
factory order. 





Ist 


SHIPMENT 
Ce ad 











Quantity shipped, exten- 

sion, etc. is marked on sec- 

ond reproducible Copy- 

. flex copy made from orig- 
SS inal factory order. 


~ 


2nd 


SHIPMENT 
om aon we ores oanE SY aN 


tory order set (made from 
customer's purchase order 
specifying three shipments). 


4 
i 
Translucent sheet from fac- a 
5 
: 









































Quontity shipped, exten- 

sion, etc. is marked diréctly 

on translucent sheet from 
3rd factory order set. 


SHIPMENT 





Take a good look at the diagram above. It 
shows how Bruning Copyflex can save you 
thousands of dollars and speed billing—by 
eliminating costly, time consuming tran- 
é6cription in invoicing. 

This new approach applies not only to 

















pre-scheduled multiple shipments but to 
those shipments involved in back orders 
caused by unforeseen circumstances 
Once you've installed a Copyflex Factory 
Order-Invoice system, there’s no need to 
re-transcribe either the original factory 
order set or the invoice set, whether two 
or a hundred shipments are involved. Re- 


producible copies of the order, made in 
seconds in your Copyflex machine, serve 
as invoice masters the quantity shipped 
is marked on the copy, which is then 
priced, extended, and totalled then ad- 
ditional copies are run off for use as in- 
voices and for internal distribution 
Nospecial, complicated paperwork—all 


Additional copies needed 
for invoicing first shipment 
are made in Copyfiex 
machine (from reproduc- 
ible copy) 


---) 


Additional copies needed 
for invoicing second ship- 
ment cre made in the 
Copyfiex machine (from 
reproducible copy). 


Additional copies needed 
for invoicing last shipment 
are made in the Copyfiex 
mochine (from translucent 

sheet). 


that's required is that one copy in the set 
of multiple forms you are now using (snap- 
out, continuous, etc.) be printed on trans- 
lucent paper. Equally important, Copyflex 
involves no typing of masters or offset 
plates, no messy inks or carbons. Its sim 
plicity and cleanliness make it ideal for 
office use 


Write today—every day you delay, you're wasting time and money 
if you are typing invoices against multiple shipments! 





Charles Bruning Company, inc. 
4700 Montrose Avenue, Chicago 41, Ill., Dept. 405 


Please send me free booklet on Copyfiex and full particulars 





x) 
about how Copyfiex solves copying problems. 


(BRUNING ) a 
sxomreces pylon 
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Title 





Address__ 
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Here’s how INVINCIBLE 


BUSINESS ENGINEERING 


cuts your FALING COSTS 





Cut costs per filing inch 
Drawers open to full length 
— hold more — make filing 
easier. Compressor takes up 
minimum drawer space, pulls 
up tight, locks and releases at 
a finger touch. 


Cuts filing clerk fatigue 
Free floating drawer suspen- 
sion, exclusive ball-bearing 
guide rollers and other fea- 
tures take the hard work out 
of filing, step up efficiency. 





Cuts replacement costs 

Rigid welded construction, 
frictionless drawers minimize 
effects of hard day-to-day use. 
Cabinets built better... to last 
longer. 





Choose 2, 3, 4 or 5 drawer 
cabinets for all sizes of letters, 
documents and cards. METAL FURNITURE COMPANY ® Manitowoc, Wisconsin 
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From pencil rough to 


FINISHED FORM 


in one easy operation ! 


Your office typist can produce your 
own business forms....right at her 
desk...on a Vari-Typer. Lines auto- 
matically ruled by push button. Right 
and left margins evened. Instantly 


changeable type faces from 6 pt. to 
12 pt. The Vari-Typer Composomatic 
will produce printer’s style type for 
any kind of job...from a simple form 
to a catalog. Write today for details. 


Body copy entirely Vari-Typed. 
‘Heads’ set on ‘Coxhead-Liner.’ 


RALPH C, COXHEAD CORPORATION 
720 Frelinghuysen Ave., Newark 5, N.J. 


Please send Vari-Typer Booklet #16. 


COMPANY 
i ADDRESS 


city ZONE...STATE 





snes caenn snes enes nies emsincnenens ceil 


THe Orrice—June, 1954 23 











“Can you make copies 
of this ruled form?” 


“How about using 
three colors when you 
make copies of this 
bulletin?” 


“Any chance for 500 
post cards right away?” 


THE ANSWER IS YES! 


All the kinds of copies asked for above and many more can 
be made with any one of the A. B. Dick® mimeographs— 
from the low-cost, hand-operated models to the heavy-duty, 
power driven models. And A. B. Dick mimeographs are for 
use with all makes of suitable stencil duplicating products. 
The new versatility and easy operation of MODERN mimeo- 
graphing brings the proved economy of this process to many 
new jobs. See for yourself. Mail the coupon below for full 


information. A-B- DICK 


THE FIRST NAME IN DUPLICATING 


A. B. DICK COMPANY 0-654 
5700 Touhy Avenue, Chicago 31, Illinois 


Please send me information about MODERN mimeographing 


EE EEE oe an as a eae Positio 





ee ee ne eR ae en? or ne 





ae 





ES State 
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See how the actual items 

entered on keyboard 

appear in Check Win- 

dow above keys before , 

they print on tape, 

permitting change or ...to feel how each finger falls 
correction. This is new into natural working position on keyboard 
on U.S.10-key machine! (right or left hand) so time-wasting 


decisions in key selection are eliminated 


Ask your nearby Friden Man to bring in operations or pre-setting « Over-size control 
one of these new machines for you to look keys, each plainly labeled, give direct 
at and try! See how... “live” response. 


Clear Signal prints automatically on tape Note also: Enclosed paper roll (only the 
with first item following a total e Totals and part you want to see is visible)... Simplified 
Sub-totals obtained instantly by depressing ribbon, tape changing...Quiet operation... 
bars—no space strokes required e True Light in weight...Coloring matched to the 
credit balance printed without extra motor glare-proof tones of Friden Caleulator. 


A e ... CREATOR OF THE FRIDEN FULLY AUTOMATIC CALCULATOR 
PRODUCT THE THINKING MACHINE OF AMERICAN BUSINESS 
OF qT] Friden sales, instruction and service available throughout the U.S. and 
the world, FRIDEN CALCULATING MACHINE CO., INC., San Leandro, Calif. 
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| Copease™ 


PHOTOCOPIER 
more versatile 
and efficient 
than ever! 














—— 


— | k 


ONE MACHINE DOES THE COMPLETE JOB! 


COPEASE DUPLEX PHOTOCOPIER (known abroad as Develop Combi) 
has inaugurated a new era in office copying in 60 foreign countries 
as well as the U.S.A. And now this revolutionary copying machine 
is more versatile, more adaptable, a better value than ever. COPEASE 
can now be used even with fluorescent light adjacent, or in subdued 
daylight. No darkroom’s needed. Remember—copPeasE makes sharp, 
dry, photocopies in seconds on all types of stock up to 14” wide. 
Exposes, develops, prints in jet black on permanent snow white from 
any type of copy, colored or black and white. Office efficiency goes 
UP as Costs gO DOWN when you use COPEASE! 


COPEASE COMPANY, Sole Distributor U.S.A., 270 Park Ave., New York 17 « PLaza 3-6692 








Manufactured under U. S. Patent No. 2,657,618 











Folds faster than people 
—doesn’t hate the job! 


Hand folding is a boring office chore. 
If it has to be done, even occasionally, 
it will be done at the expense of your 
office morale ...and at unnecessary cost. 

Office folding can be done faster, 
better, cheaper, with a Pitney-Bowes 
folding machine. And your whole staff 
will Jove it! 

The little FH electric model, for 
instance, will double-fold 814 * 11 sheets 
up to 5,000 per hour; can make eight 
different folds in sheets from 3 x 3 to 
844 x 14 inches, in all standard weights; 
even folds sheets stapled together. 

With semi-automatic feed and 


Move indicator knobs to widths wanted 
.and it’s ready to go! 


PITNEY- BOWES 
= Folding Machines 


Made by Pitney-Bowes, Inc... . originators 
of the postage meter ...93 branch offices, 
with service in 199 cities in U.S. and Canada 
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electrically driven, the FH is fast, 
accurate and easy for anyone to operate. 
It takes only a few seconds to set the FH 
for any job; simply move two knobs to 
adjust for any desired folds. . 
tuning your TV! 

Little larger than a standard 
typewriter, and costing less, the FH 
quickly pays for itself. Ask the nearest 
Pitney-Bowes office for a *Z) 
demonstration—or send the “ 
coupon for the free, 
illustrated booklet. 


. easy as 


takes larger sizes, folds 
up to 19,000 sheets per hour, 


PITNEY-BOWES, INC. 


1 3448 Pacific St., Stamford, Conn, 


Send free booklet on Folding Machine to: 


ame. 


Nz 
Firm 
A 


ddress 








a 


| ADDRESSING 
MACHINES 


a ie 


print their addresses from Index Stencil Cards in which the addresses 
are stenciled at typewriter speed with any standard typewriter. 

56 Elliott Branch Offices are now operating and working with 
2252 Dealers who are successfully selling our new 1954 line of Elliott 
Addressing Machines which range in price from $50 to $500 and in 
speed from 20 to 125 different addresses per minute. 

If you sell typewriters you can sell Addressing Machines. 


THE ELLIOTT ADDRESSING MACHINE CO. 
199B Albany St., Cambridge 39, Mass. 
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CONTINUOUS FORMS 
Lithogrophed for top efficien 
cy ond appearance for any 


machine billing. 


CONTINUOUS 
INTERLEAVE 
ne time ¢ 


“VOUS form 
: e: 
Writer or bun ed for 


D ser 
erbon with Contin. 


. any type. 
ing Machine. P 


REGISTERS 

GRAPHIC 

= AND FORMS ee 
turing the all new rege 

~~ folders. Come e' son 

wee on ortable Regier 

pry for hand-written reco! 

on 


General and Sales Offices at 
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NEW HANO MIDWESTERN 
BRANCH PLANT AND 
WAREHOUSE 


Better service for you and your customers 
. . . lower freight costs . . . those are the 
reasons for the new Hano branch plant 
and warehouse in Mt. Olive, Illinois. 


You now have the most complete line of 
Autographic Registers, Continuous and 
Snap-a-part Forms soon you will 
have practically overnight shipping from 
either the main Holyoke or the branch 
Mt. Olive plant for registers and Hano 
stock forms . . . fast service for those 
special printed forms, too. 


For your customer’s satisfaction and your 
own profit, sell what’s right (not one just 
as good); sell the best, sell Hano.. . 
competitively priced and shipped F.O.B. 
Mt. Olive, Illinois or Holyoke, Massachu- 
setts. Tops in appearance and workman- 
ship, shipped under your label, imprinted 
with your name and billed to you... 
that’s how Hano dealers make profits. 


Some dealerships open in the South, South- 
west and Midwest for Established Stationers 


HOLYOKE, MASSACHUSETTS 





Units on this page are designed 

for card record systems; those oppo- 

site are for leases, contracts, insur- 

ance policies, other office forms. Rubber 

feet are provided; removable for stacking 

purposes. Spring compressors give record 
protection. 


“STANDARD CARD” CABINETS 


ONE DRAWER UNITS epics 


Capacity Width Height Depth Price Packed Per Cin 
1600 cards 65" 5!/," 16" $3.60 6's 35 Ibs. 
1600 cards 79%" 6!/,"" 16" 4.20 6's 40 Ibs. 
1600 cards 95," 7," 16" 5.40 3's 28 Ibs. 
1600 cards 105%" 8!/," 16" 8.40 2's 23 Ibs. 


TWO DRAWER UNITS 


cards 12%," 51," ) $6.30 
cards 1434," 6!/," 7.20 
cards 183," 7/," 5 9.60 
cards 20%," 8!/," r 12.00 


THREE DRAWER UNITS 
C3353 4800 cards 18%" Si" 16" $12.00 
*C3463 4800 cards — a ow 15.00 
*C3583 4800 cards 7%" %%" 1" 18.00 
*C3693 4800 cards i. ns 25.00 
SANITARY BASES (15"' high)... .$10 additional. 


*Other bases available to fit asterisked items. Prices on request. 
Prices slightly higher in Texas, Colorado and West of the Rockies. 


SEND FOR COLE'S LATEST CATALOG 


= STEEL EQUIPMENT COMPANY 
C L 285 Madison Avenue, New York 17 N.Y 

















“HIGHER THAN WIDE” CABINETS 


No. 
C364 
C385 
C396 


C3642 
C3852 
C3962 


C3364 
C3385 
*C3396 


Card 
Size 
6x4 
8x5 

9x6 


6x4 
8x5 
9x6 


6x4 
8x5 
9x6 


Capacity 
1600 cards 


1600 
1600 


3200 
3200 
3200 


4800 
4800 
4800 


cards 
cards 


cards 
cards 
cards 


cards 
cards 
cards 





ONE DRAWER UNITS 


Width Height 
5%" 8" 
654" 10" 
75" ag 


Depth 


TWO DRAWER UNITS 


12%," 8" 
12%" 10" 
143/," Th 


16" 
16" 
16" 


THREE DRAWER UNITS 


14%," 8" 
18%," 10" 
21%" wv" 


16" 
16" 
16" 


Price 
$8.40 
12.00 
14.40 


$14.40 
16.20 
19.20 


$20.00 
24.00 
30.00 


Packed 


Shipping 
wt. 
Per Ctn. 
9 Ibs. 
12 Ibs. 
13 Ibs. 


15 Ibs. 
18 'bs. 
23 Ibs. 


22 |bs. 
26 Ibs. 
33 Ibs. 





Ser Rasme THREE DRAWER DOCUMENT FILE 
C3105 10//4"x5" 1000 leases 1834" 12a" 16" $19.95 32 Ibs. 


COLORS: Olive Green or Cole gray. In Walnut or Mahogany finish, add $6.00 for | drawer units, $8.00 
for 2 drawer, $10.00 for 3 drawer units. 


LOCKS: Cabinets eauipped with lock and key add $2.10 per drawer. 
RODS: Cabinets equipped with rods for punched index cards add $3.00 per drawer. 


oo) & 


STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York eae | ile 4 





In its half century of progress 


the National Business Show has earned its 


present nationwide recognition as... 


THE WORLD'S MOST IMPORTANT MANAGEMENT SHOW 


because it 


continves to serve the needs of a 2 billion dollar industry 
by showing the most important technical advances and 
developments in a comprehensive exposition under ex- 
perienced, cooperative show management. 


provides the exh:bitor with the ideal atmosphere for the 
most effective demonstration and sales message. 


attracts the farges! attendance of responsible visitors — 


: 84.3% are executives and policy makers for their firms — 


who come to the show to see, test, compare and buy the 
newest and best in office machines and equipment. 


September 27 thru October 1 


65th REGIMENT ARMORY 26th Street and Lexington Ave 
TIst REGIMENT ARMORY 34th Street and Park Ave, New York City 


Inquiries: Rudolph Lang, Managing Director 
Nationa! Business Show, 33 West 42nd Street, New York 36, N.Y 
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does 
your work 

up to 
48% faster 





Here’s why payroll savings mount fast when you switch to Clary 





Capable of 190 additions or subtractions a minute (or better 
than 3 a second), a Clary requires 75% to 80% less hand motion 
than ordinary machines. Two average operators can turn out 
the same volume of work formerly done by three. 


More than 150,000 offices are profiting by these remarkable 
time and labor savings every business day. 


When you’re in the market for adding machines, see the Clary 
first. In fact, it will pay you to switch to Clary right now! 


CLARY MULTIPLIER 1500 factory 
CORPORATION branch offices 
San Gabriel, California and dealers in the U.S. 
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ROW. t01o? 
boa 


New Translucent 
RECORD FORMS! 


x 


* SEN Ae Ly [yf Hike Ty Hy 
, mi 4 . LY f HB 
; ih fy 


it + ttt 

tty ih } 
Ha HH Hi ttt I HTT tty 
— NO. 45-583 


INTER-OFFICE MEMORANDUM 


pATe — 


SUBJECT 


REFERENCE: 


In 1952 National for pencil, ink and typewritten 
brought you pads of reproduction. 
translucent analy- EIGHT NEW FORMS @ Inventory 
sis sheets e Order and Invoice @ Compara- 
countless duplications possible by tive Sales Record @ Inter Office 
Ozalid, Bruning and other direct Memorandum e U. S. Outline 
reproduction equipm se ) nch Quad e Form 
sheets scored 4 big pis Layout Sh a spacing or 
National is first in i Flite spacing): on your National 
eight record forms (four shown) Blank Book Dealer for them. 


New York 


MAKERS O Chicago 
F STOC San F . 
K ACCOUNTING FORMS AND rancisco = Atlante NATIONAL 
EQUIP MEN 
T 


‘As’ 


LOOSE 
LEAF, BOUND BOOK AND VISIB' 
LE 


L BLAN 
Holyoke, Mas K BOOK C 
: OMPANY 


34 
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MP Jr. Coin Changer, product of Metal 
Products Engineering, Inc., ir use at a branch 
of Security First National Bank, Los Angeles. 


o 


6 





Arthur J. Brown (left), president, ABC Freight 
Forwarding Co., New York, and M. W. Thayer, 
Underwood Corp., with the Underwood elec- 
tric Continuous Forms Machines which com- 
bined ABC's freight billing and manifesting. 
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Olivetti Lettera 22 Portable Typewriters are 
standard equipment for DC-7 passenger use 
on Delta-C&S Air Lines. 


( umera ! 























One of the six Bates Electric Staplers used by 
Federal Lithograph Co., Washington, D.C., 
to staple from 2 to 18 sheets at a time. 








One of the many 
Staplex electric 
stapling machines 
used by McGraw 
Hill Publishing Co., 
New York. 





A private office in 
the new Alcoa Build- 
ing, Pittsburgh, 
equipped with fur- 
niture made by Gen- 
eral Fireproofing Co. 


Translucent Resolite 
shatterproof, _fiber- 
glass - reinforced 
panels are used in 
partitions in this 
branch office of 
Mellon National 
Bank & Trust Co., 
Pittsburgh. 














Part of the installa- 
tion of National 
Class 2000 checking 
account machines in 
the bookkeeping de- 
partment of the 
First National Bank 
Philadelphia. 


Egry Controller 
automatic forms 
feeders are used 
with Underwood 
Elliott Fisher billing 
machines by Her- 
shey Chocolate Co., 
Hershey, Pa. 


Data Engineers, 
Inc., research divi- 
sion of Streeter- 
Amet Co., Chicago, 
have connected their 
Ametron Electronic 
Scale to a Flexo- 
writer which types 
weights and simul- 
taneously punches a 
tape that is fed to a 
totalizer, Flexowrit- 
ers are made by 
Commercial Con- 
trols Corp. 








Allen Raymond and 
Rev. John M. Cor- 
ridan who collabor- 
ated on the latter's 
book, "The Water- 
front Priest.” They 
used a Rex Recorder 
dictating machine, 
distributed by 
American Dictating 
Machine Co. 


Some of the 29 
Custom Model Victor 
Adding © Machines 
used by Piasecki 
Helicopter Corp., 
Morton, Pa. 


The Western Union 
Intrafax system of 
Pan American World 
Airways in Long 
Island City, N.Y., 
provides two-way 
facsimile service be- 
tween nine key de- 
partments on differ- 
ent floors and their 
New York offices 
three miles away. 
Pan American used 
another Intrafax sy- 
stem in Miami, Fla. 

















Private office of 
Dubs Rodgers, presi- 
dent, Texas Tele- 
casting Co., Lub- 
bock, is furnished 
with the Wiltshire 
Group finished in 
oxford gray and 
manufactured by Im- 
perial Desk Co. In- 
stalled by Thomas 
Bros., Lubbock, 


Texas. 








Edwin N. Adler of Adler Shoes for Men 


designed an inventory control system using 
20 Cesco binders of shingled sheets to 
analyze stock in as many as 30 stores. Forms 


and binders were made by C.E. Sheppard Co. 





Pat Meikle of the 
Dumont Magic Cot- 
tage television pro- 
gram with the young 
winners of the Mon- 
gol Paint with Pencils 
contest, sponsored 
by Eberhard Faber 
Pencil Co. 
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Now! 


HALFTONES 
as well as LINE WORK 


can be copied by 


XEROGRAPHY 


ONTO PAPER MASTERS 
FOR DUPLICATING 


iN 2 MINUTES! 


Photo shows halftone and line subject 
copied in different sizes onto paper 
masters by xerography. This is done in 
XeroX® Lith-Master* copying equip- 


ment with the new XeroX Tone Tray. 


Use of the new Tone Tray in copying line and halftone subjects onto offset paper masters 
offers a quick way of providing a few, or many, copies of catalog sheets, price lists, bulletins, 
magazine articles, at costs considerably less than conventional methods. 

Xerography is used by companies of all kinds, large and small, in thousands of applications 
copying forms, letters, charts, bulletins, sales manuals, engineering drawings, price lists, etc., 
for duplicating. Anything written, typed, printed or drawn can be copied onto paper masters 
by xerography with XeroX Lith-Master copying equipment. 

Write for complete information on what xerography can do to cut your duplicating costs. 


*A TRADEMARK OF THE HALOID COMPANY 


THE HALOID COMPANY 


54-6X HALOID STREET © ROCHESTER 3, NEW YORK 
Branch Offices in Principal U.S. Cities and Toronto 


- KEROGRAPHY 


| Tho fastest, cheapest, most versatile way to make masters inden 
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‘LEWYT 


Vacuum Cleaner 
“no dust bag to empty” 


“Cfalional Accounting Machines save us $27,537 a year . . 
return 141% annually on our investment.” 


—LEWYT CORPORATION, Brooklyn, N. Y. 
**Manufacturers of precision electronic and mechanical equipment.** 


“After careful comparison with other accounting systems, [In all sizes and kinds of busi- 
we decided that the National System was best suited to ¢ss, Nationals pay for them- 
the complexities of our accounting problems. National ‘S¢!ves = of the money they 
Accounting Machines have proved to be a most profitable ted wall sg peg temnap. ale 
investment. They save us $27,537 a year which repays National representative showy 
their cost every 8% months—an annual return of 141%. how you can SAVE with 
“We use Nationals for Accounts Receivable, Accounts Nationals. 

Payable and Distribution, Payroll, Union Reports, Quar- , 

terly Reports, W-2’s and a wide variety of other account- 
ing jobs. Nationals give us 


an unusually flexible system 3 f- 
of accounting control.” lef 7. 
President 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, onI0 


949 OFFICES IN 94 COUNTRIES 


Oe MARE REG U8 PAT OFF | 
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MERCURY PRODUCTS 


cut those production costs 














MERCURY 
M(KE 





These rollers and blankets pay for themselves over and over in 
your duplicator department. They provide important savings in 
paper spoilage and waste of ink . . . Cut time for press adjustment 
and wash-up . . . Provide superior mileage, big savings on replace- 
ment costs. Order MERCURY and be convinced. 


RAPID ROLLER CO. rederat at 26th St., Chicago 16, Ill 
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Only Victor Super-Quiet Custom Adding Machines give you 


—, 


ease of operation 


Another spectacular first from Victor... 
Select-O-Matic brings you new ease, new 
speed of operation. Now you can take both 
totals and sub-totals from the add-bar 
automatically .. . or use the regular dual 
total key ... or interchange both methods. 
This versatility, plus the Custom’s quiet 
operation, True-Touch keys, beauty of de- 
sign and durable construction makes it 


the selective choice in adding machines. 

Available in 10-key or full-keyboard 
models, Victor Super-Quiet Customs add, 
subtract, multiply, divide, even calculate. 
And, they automatically compute credit 
balance. See the new Victors, try them... 
with Victor’s 42 basic models you can 
make the perfect choice for your own, 
individual figure work. 


FREE TRIAL! Try a Victor in your own business. Call your Victor Branch or Dealer 
listed under “V” for Victor in the Adding Machine section of your phone book. 


VICTOR ADDING MACHINE CO., Chicago 12, ill. « in Canada: McCaskey Systems, Ltd., Galt, Ontario 
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WHY WASTE OFFICE TIME? 
KEE LOX "KOPY ALIGNER" combines 
HIGHEST QUALITY CARBON PAPER 
Plus Patented Collating Feature, Insures 
Speed Automatically, Plus Efficiency, with Less Fatigue. 


You cUT eS) ame You 
YOUR oR ae SAVE ON 


COLLATING \), ~ Jam’, THE 
. | : TIME 


Different Weights and Finishes to give perfect results from One to 
Twenty Copies at a time. All Copies Clean while every sheet has aston- 
ishing wear. You may obtain Free Samples by contacting any of our 32 
fully stocked Retail Branches in the U.S.A. We also make Carbons for 
every use and ribbons of every color for every machine known to the 
market. 


Kee Lox Duplicator Supplies are No. 1 on the market. 


Just phone our Branch in your city for Samples of above Kopy Aligner 
or write to 


HOME OFFICE 
KEelox, MFG. CO. ROCHESTER I; N. Y. U.S. A. 





Above line for Export, write to Export Dept. above address, for information, free Samples 

and Exclusive Territory. Most complete and Highest Quality Line in the Industry. Quality 

that holds Customers and insures Profit. We know because we sell it retail. You get 
the same product. 
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NOW... SHIPPING PAPERWORK 


SIMPLIFIED TO CUT COSTS 





sh eae 





New WEBER TAB-ON STENCIL is typed with forms, 
then used to address labels, tags, and direct-to-containers 


Before your product can be shipped, 
paperwork must be made out and con- 
tainers addressed. Here’s a system 
that will help you do both in less 
time, with less labor. 

Typist sticks Tab-On Stencil to bill- 
of-lading or invoice form over the 
“Ship To” area. In one typing the 
forms and stencil are prepared with 
the ship-to address. Then the Tab- 
On Stencil is sent with the shipping 
copy to the shipping department 
where it is clipped over the pad of 


another 
| Weber | 


system 


WEBER LABEL AND MARKING SYSTEMS 
Div.—Weber Addressing Machine Co. 
Mount Prospect, Illinois 
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MAIL FOR FOLDER ON TAB-ON SYSTEM & RJ-1 HAND PRINTER 
Company 
Individual 
Title 


an RJ-1 Hand Printer. After oper- 
ator addresses the necessary labels, 
tags, or containers at the rate of 40 
to 50 per minute, he destroys the 
stencil. Final result: typing time 
saved, shipping errors eliminated, 
costs cut. 


FINEST HAND PRINTER IN USE TODAY-WEBER RJ-1 


Fast, clean. Reservoir holds 
enough ink for 7,500-10,000 
prints. Can be supplied with one 
or two counters for count control. 











Address — 
— 


he ae oe oe oe oe oe oe oe ee 





——S ee ee 
WEBER LABEL AND MARKING SYSTEMS 
Dept. 0-6, Mt. Prospect, illinois 
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This Is The Combination 
, | | J e 
Your Record-Keeping 


PE 


That Will 


Records are made to be kept—not 
just any old way, but neatly, accessibly, systematically, safely. The one 
sure method that meets this ideal is the combination of 


ACCO FASTENERS 
and ACCOBIND FOLDERS 


Acco-binding in Accobind Folders of fine 
pressboard is “the touch of perfection” 
in office filing. It rids your files of soft 
folders, scattered papers, loose and mis- 
laid sheets. It assures security, availability, 
system, proper sequence. It saves time, 
temper and money. 


Acco-binding can be used in every de- 
partment of your business—for temporary 


or permanent filing. Simply Acco-punch 
your correspondence and other papers, 
place them over the prongs of the Acco 
Fasteners in your Accobind Folders and 
be assured that “‘ACCO-bound papers are 
SAFE papers.” 


Why not settle now the vital matter of 
record-keeping in your office for all time? 
Start Acco-binding and see what it saves. 


All good stationers have Accobind Folders and Acco Fasteners (30 styles) for your every need. 


ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto. 
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brand new and packed with sales dynamite! 


BGNA 


*DOUBLE 
WiInDdDOoW 


The fabulous REGNA DELUXE Cash Register 


DELUXE 


CASH REGISTER 


with 
VISIBLE ITEM 
INDICATION#* 


View 
‘shows 


clerk and customer 


individual items 


total! 


is here, marking the greatest advance in cash: 


register design in a decade! Sleek, stream 
lined, low in cost—it's the perfect answer to 
the needs of small and medium size retailers. 
The REGNA DELUXE gives foolproof control 
over cash-credit protects funds sim 
plifies store accounting. For the REGNA DE 
LUXE is not only a precision-built- cash register 
—it's an adding machine and does many 
Tia) oXelaiolil mm olele). 4.4-1-) ollile MR ailola-t ME olel 


Regna Cash Registers are available in Manual 
or Electrically Operated Models with regular 
or oversize cash drawers 


IN CANADA: Regno h Regist 
t w tre 


Dame 


489 R King St W 


OUTSIDE CONTINENTAL U.S 


N 


REGNA CASH REGISTERS, INC. 
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REGNA FEATURES 


and 


SELL THEMSELVES: 

new visible item indication 

locked-in totals and sub-totals 

fofol¥] ol (-baa] ol ololaMaa tat oles olalitilare Mail -cealellr ius) 
receipt-chute gives customer totaled; dated 
receipt 

department or clerk designations 

a7] ole] K MR fol am olol[obtol¥] Ma ¢-toll Ml Ya We oldlali-to| 
on tape ‘ ’ 
automatic correction key 
Te Laliallare Me ol*E bol hi elaMme) ol-Igelitola) 

8-column totaling capacity 

new wider tape window shows owner last 
6 to 7 amounts rung up : 


[175 Fifth Avenue, New York 10, N. Y. 
j GENTLEMEN: Please send more information about the REGNA DELUXE y 
Cosh Register and about becoming ao REGNA deoler. 


Name 





Company 


175 Fifth Avenue, New York 10, N. Y. 
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When competition gets keen... when buy- 
ers compare... sales depend on quality of 
product! 


For years Schweitzer have been safeguard- 
ing the quality of best-selling carbon papers 
by supplying the finest papers for carboniz- 
ing that modern science can create. 


Only paper of the proper degree of absorb- 


PETER J. 


Mills at: Elizabeth & Spotswood, N. 


LARGEST SPECIALIZED PAPER 


SCHWEITZER, 


J. 


LABORATORIES 


ency, uniform texture and freedom from im- 
purities can assure you of uniform absorption 
in the coating process. Only paper created 
specifically for its use can give satisfaction 
in performance. 


Carbon Paper Manufacturers who insist on 
the best insist on Schweitzer Paper for Car- 
bonizing—TOPS BY TEST for absorbency, 
purity, strength, and uniformity of texture. 


Address Inquiries to Elizabeth, N. J. 


IN THE UNITED STATES 
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Nobody likes it, but everybody 

in business has to take it—so 

your paperwork might just as 

well be as palatable as possible. 
Wherever more than two 

copies of any business form 

are needed, there’s a far bet- 

ter than even chance that 

Colitho Offset Duplicating 

Plates are the way to get bet- \ * 

ter copies faster, more effi- 

ciently —at a substantial 

saving. As part of a form, Wane 


Colitho Plates produce up to wy \ 
ee , ‘ 
thousands of original-like cop- = 
ies in a matter of minutes. ‘a. 
Colitho Plates are outstand- 


ing in the offset duplicating 

field—good for long runs, re- 

runs—easy to use and adapt- 

able to every type of business 

form. Colitho Plates put new = 

vitality and economy into office 

and plant procedures—elimi- THE “ONE-WRITE” WAY 

nate costly retypings and a we a 

transcri tion errors caine Seiten in 
4mm. COLUMBIA RIBBON AND CARBON MFG. CO., Inc. 
For you to learn the facts 606 Herb Hilt Road, Glen Cove, New York. 


about A olitho Plates is worth O. K.! Send the Folio of Colitho Application Ideas. 
your risking a three-cent stamp. 


Use the coupon to get your Nome__ 





copy of the Folio of Colitho Company____ 
Application Ideas. 





Ee ee ie eee ae eee er nied 


City Zone State__ 
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HOW TO BE A 
Delano. 
$3.95. 
The job of 


every 


TOP SECRETARY by 
Tupper & Love, 


Wargaret 
ftlanta, pp. 337, 


include al- 
office, with 
the exception of using heavier machines, 
additional 
important in the 
This 
an experienced secre- 
them all how-to 
angle. It is a 
work for 
use as a school text, 
work 
subjects. In addition, 
illustrative 
with 
material is practical 


secretary may 


most operation in an 


plus a lot of details which 


are generally most 
judgment of a boss. 
book, written by 


tary, 


secretary ’s 
covers from the 


do-it suitable reference 
practicing secretaries and, for 
an appendix has 30 
assignment projects covering all 
there is an ap 
material which is 
the text. All the 


and up-to date. 


pendix of 
cross-referenced 


POST-RETIREMENT BENEFITS by Theodore L. 


Turney, New York, pp. 133, $50. 

The post-retirement policies and pro 
hundred of the 
corporations 
are identified by their different 
Prepared so that the 
compare the practices of his own, or any, 


cedures of over a coun 


try’s outstanding which 
indus 
ean 


tries, reader 


company with another on any point and 
without the 
specialized department. 


expense of setting up a 
A company with 
out a post-retirement benefit plan can be 
guided in preparing one by examining 
the methods other 


similar size or 


used by firms of 
industry. 
7 


READER'S CHANGE OF ADDRESS should be 
received two months in advance of issue with 
which it is to take effect. Both old and new 
addresses should be given. 
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Now... 
AN EMPLOYEE 
TRAINING COURSE 


that requires no outside help. 
Your own staff can do the entire 
job. 

¢ HUMAN RELATIONS 

¢ WORK SIMPLIFICATION 


Complete material—charts, guide 
books, case studies, sample projects 
—comes to you all ready to use. 
A sound program at low cost. 


Write today on your executive 
letterhead for full details of 


our Free Examination Offer. 


AMERICAN SUPERVISORY CONFERENCE, INC. 
220-02 cmnicanes Ave, * Queens Village 29, N. Y. 


Free yourself of troubles resulting 
from mismanaged keys with ‘'TelKee"’ 
and ''Moore Key Control."’ This 
foolproof arrangement for contro! of 
keys, which consists of key cabinets, 
system parts and instruction 
information, is designed to make 
life easier for you and your staff 
And it actually costs you less 

for the complete system—a one-time 
purchase—than you are forced to 
spend each year for lock and key 
problems. 


Send for free catalogue O-12. 


TELKEE 
? Moore Key Control ¢ x 


/A method for filing and controlling heys|! 


P. O. MOORE, INC. 
300 Fourth Avenue, New York 10, N., Y. 





Rlemington Fland 





BETTER BUSINESS METHODS 


For Greater Profits 
Through Lower Costs 





Filmsort places microfilmed rec- 
ords in a clear transparent jacket, 
or seals them in a standard filing 
card. One 8” x 5” jacket holds 100 
records. Jackets stack 25 to 40 to 
the inch. In one inch you store 
2500 to 4000 records! 

Filmsort Aperture Cards hold 
microfilmed records in a die-cut 
window. Microfilmed drawings 
24” x 36” can be filed on one 5” x 3” 
card! Sealed in Remington Rand 
punched cards, microfilmed rec- 
ords can be processed electroni- 
cally at up to 800 per minute. 

Our Business Services Depart- 
ments, or your personnel can 
process your records for Filmsort. 
In one instance, BSD saved 75% 
of Personnel Records space. 

With Filmsort you can concen- 
trate and file all microfilmed rec- 
ords on one subject, in one or 
more, instantly accessible jackets. 
Circle F375 for more information. 

FREE SERVICE OFFER 
Poor condition of office equipment 
means loss of production and 
profit dollars. Regular inspections 


52 


and servicing by a Remington 
Rand Service Expert protects 
your profits. 

Get a free inspection and de- 
scription of our Four Way Protec- 
tion Plan for business equipment. 
Plan includes: (1) Regular inspec- 
tions (2) Cleaning, oiling and ad- 
justing (3) Free supply and instal- 
lation of parts (4) Free emergency 
service! Circle M-2. 

PRINT LISTS CHEAPER! 
Flexoprint eliminates cost of 
typesetiing lists. Your typist 
maintains collated, proofread lists 
... always ready for the printer! 

It’s easy. Typist transcribes in- 
formation to card—slips it onto 
the Flexoprint panel in position. 
Printer makes offset plate directly 
from panel. NO typesetting costs, 
proofreading or special help to 
assemble list. Once set-up, lists 
can be published more frequently 
...at less cost. 


ATTACH CARD TO 


— YOUR LIST IS 
READY FOR PRINTER \\— 


mw € 

Room 1618, 315 Fourth Ave., New York 10 
Please send me FREE literature 
circled below. 
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No Office Is Too Small for a 
Methods Improvement Program 


MARKS ALEXANDER 
Methods Supervisor, Tennessee Eastman Co., Kingsport, Tenn. 


OW big does an office have to be 

before it is justified in having 
a methods staff or even one per- 
assigned exclusively to methods 
work? Some people feel that where you 
have as many as 40 doing office work, a 
methods man can easily pay his own 
way. A pattern that I find in a good 
many larger companies is about one 
methods man for each 200 clerical em- 
ployees. That would mean that if you 
had 1,000 clerical workers you would 
have 5 methods analysts. That may be 
too low. Whether this pattern is by 
design or happenstance, I don’t know. 
The field is too new yet for any def- 
inite standard to be set and I think 
you will always have to fit the pattern 
to the peculiarities of an individual 
situation. I really can’t tell you how 
big an office must be before it can and 
should have a methods staff. 

An office may be too small for a 
methods staff but no office is too small 
for a@ methods wmprovement program. 
No office can afford to be without such 
a program. To improve methods in a 
small office, you don’t have to be a 
time or motion study expert. There 
are times when a particular job is 
too big for one person to do and there 
is no substitute for specialized skills 
or long years of experience. On the 
other hand, there are countless places 
where 75% to 90% of the potential 
improvement in a situation can be 
worked out simply by applying good 
common sense on a systematic, orderly 
basis. 

We hear a great deal of the term 
“work simplification”. One definition is 
that “work simplification is the organ- 


son 
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ized application of common sense to 
find better and easier ways of doing 
a job” or “the organized application 
of common sense to eliminate waste- 
of any kind: waste energy, waste time, 
waste materials.” 

If you have a girl folding letters 
all day long where she could do the 
job in an hour-and-a-half with a $195 
folding machine—that’s waste. 

If you have an employee using an 
expensive machine where he could do 
the job faster with a pencil, paper and 
adding machine—that’s waste. 

If you have an employee doing only 
a half-hearted job because of some 
grievance that has not been cleared up 
—that’s waste. 

Waste and effective work simply do 
not go together. Methods improvement 
is simply the organized application of 
common sense to take the waste out 
of our office operation. 

All of us, in one way or another, 
varry on methods improvement. When 
we recognize a situation that needs im- 
proving, we improve it—when we hap- 
pen to think about it, or when we can 
get time, or when the situation gets so 
bad that we must do something about 
it. The difference in the effectiveness of 
our actions comes about in the ap- 
proach we take. Is it on an orderly 
systematic basis or is it on a basis of 
catch-as-catch-can? My purpose is to 
suggest some ways by which an orderly, 
systematic program of waste elminina- 
tion can be carried on in an office which 
does not have the services of a full-time 
methods man. I have simplified this 
approach and reduced it to five basic 
rules or maxims. A maxim is sort of 





a self-evident truth. When you read it 
you are inclined to say, “Well, any fool 
knows that.” 

1. Fix responsibility on one person. 
You are always glad to get improve- 
ment ideas from all your employees, but 
fix responsibility for the organized at- 
tack on waste with one person, to get 
best results. Don’t let just everybody 
be responsible for it because this means 
no one will be responsible for it. You 
may find it feasible to take some bright 
young person in the office and give 
him the assignment. For the best re- 
sults, such a person should be intel- 
ligent, imaginative and_ personable; 
three very high requirements. If you 
have no such person, then the job ob- 


viously falls upon you, the supervisor 


or office manager. The important thing 
is to have someone consciously respon- 
s'ble for carrying on a continuous pro- 
gram of methods improvement. 

2. Allocate a fixed amount of time to 
it. Anyone who is worthy of the title 
Supervisor, is supposed to so organize 
his work that he has time for planning. 
I suggest 10% of your time as a rea- 
sonable amount to devote to rethods 
improvement. That’s four hours out of 
a 40-hour week. 

What can be accomplished by such 
a program? Recently I heard of an 
office supervisor who followed just such 
a pattern. For two years he devoted 
10% of his time to working on an 
organized program. At the end of 
that time he invited in the methods 
people of the large company in which 
he worked to make a study of his 
department to see if they could make 
further improvements. This methods 
man, after he got through reviewing 
this office, said that all he could do 
was to give them a clean bill of health. 
He was helpless to point out any sub- 
stantial improvements that could be 
made. 


A practical approach is to completely 
isolate yourself for the period you spend 
on this work. You can’t stay at your 
desk near the telephone and accomplish 


o4 


much. To do the best job of methods 
work it is necessary to completely sub- 
merge yourself in a problem without 
distractions. 

3. Start with the assumption that you 
don’t have to reduce personnel for the 
program to be worth while. Labor costs 
represent about 85% of the clerical 
costs in the office, but there are in- 
tangibles which are of very great value: 
elimination of peak loads, making jobs 
easier to do, getting billings out earlier, 
eliminating unnecessary  cross-checks, 
faster reports to management, better 
service to customers, improved employee 
morale. All of these contribute to the 
increased efficiency of the entire or- 
ganization and may be measured in 
terms much larger than just their im- 
mediate effect in your office. 

4. Pick a situation that you know 
needs attention. Tackle the job first that 
is likely to yield the greatest returns. 
Methods studies take time and you want 
to know the results you get are likely to 
be commensurate with the amount of 
time you spend. In selecting what you 
will tackle first, here are a couple of 
suggestions : 

It is usually better to select an office 
routine than a particular job. There 
are usually only two or three major 
routines running through an_ office. 
These usually represent a major portion 
of the office work. In these you get 
the largest volume of repetitive opera- 
tion which are the places that usually 
offer the most opportunities for im- 
provement. If you study individual jobs 
you are only studying segments of the 
whole. You may find the improvements 
you make in a particular job are wash- 
ed out by improvements made in the 
routine as a whole. 

A second suggestion is that you not 
bite off more than you can chew. With 
the press of other business, selecting 
something teo big is likely to discourage 
you and cause you to quit, saying, “It’s 
no use!” On the other hand, you will 
be so pleased from an improvement 
worked out in some simple, small oper- 
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ation that you will be encouragea to 
go ahead to something bigger. 

5. Apply the principles and techniques 
ot work simplification. So far as we 
know, no better set of principles have 
devised. I will enumerate them 
below as a brief review and in each 
case I suggest what I think is a 
practical approach to applying them. 

Get all the facts. If you don’t the 
facts will get you. Get the facts in 
condition so that you can visualize them 
and study them. You can see where steps 
are missing or where additional in- 
formation is needed. Follow a system 
of flow charting to get the material 
before you. We follow the system 
adopted by forms manufacturing com- 
panies using the basie Gilbreth symbols. 

A simpler system is to take all of 
the forms and copies which affect a 
particular situation and mount them on 
a large cardboard or paper. With them 
in front of you, you can see and study 
them. This frequently serves as a con- 
venient means of laying all the papers 


veen 


about a particular situation in front of 
a member of management to bring to his 
attention the amount of duplication or 


the complexity of a situation. Take 
all of the papers surrounding the given 
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problem, clean the top of your desk 
off completely, and lay them there in 
front of you. Then apply your ana- 
lytical powers. 

Analyze the facts that you have. Ap- 
ply to each detail the question “How 
come?”, One practical approach to 
analyzing a situation is to take a plain 
sheet of paper and list all the dif- 
ferent alternatives you can think of by 
which to do a job. Then eliminate some 
of them, but be sure you don’t pass up 
any bets. Some may be difficult to 
eliminate. After you have done this, 
write down the advantages and disad- 
vantages of the ones that remain. This 
helps to foeus your attention upon the 
important points and their relationship 
to each other. 

Decide upon the best Method. Apply 
these tests: 

Is most of the time spent in the 
operation productive? Eliminate inso- 
far as possible the make-ready and put- 
away time which eats up the profit. 

Does the activity provide smooth flow 
from operation to operation? Every- 
body knows how discouraging an un- 
duly heavy workload can be. Worrying 
about getting the work out distracts at- 
tention from the job at hand and slows 


Some of the 450 
branch office mana- 
gers of Universal 
C.1.T. Credit Corp. 
who are attending 
2-week management 
conferences in New 
York. Group shown 
here is studying 
office layout. 





production. On the other hand, most 
people are happier when they are busy. 
Strive for a well balanced workload. 

Is the activity sumple? We don’t need 
a Rube Goldberg contraption to do a 
job effectively. No activity is important 
except as it relates to attainment. Sir 
Henry Deterding of Royal Dutch Shell 
Cos said, “As a young man I stumbled 
upon the great fundamental truth that 
everything that is complicated is wrong. 
Simplicity rules everything that is worth 
while.” 

Put the system into effect. Go ahead 
and use it. You ean’t possibly work out 
all of the bugs in advance. If it seems 
fundamentally sound, go ahead and 
start. Strive for improvement, not per- 
fection. To the extent possible, enlist 
the aid of- your staff in any improve- 
ment steps you take. Let them know in 
advance about changes that might be 
made. Capitalize on their intimate 


knowledge of the work. They’re the ones 
who know which copies are essential 
and what reports are necessary. They’re 


not fooled when a record is kept day 
after day and never referred to or called 
for. Just ask them! 

Those are the five maxims. Now, 
where are the areas you are likely to 
find the greatest opportunities for im- 
provements? Where are the opportun- 
ities for cutting out waste most likely 
to be found? I asked this question of 
any number of people—some small of- 
fice managers, others who visit different 
offices frequently. I did not receive the 


same answer from any two persons. 
The answer most frequently received 
after some thought was, “Well, that’s 
a hard question to answer”. My re 
search failed, so I can only tell you 
where I think the areas are most likely 
to be. You can add to this list or 
change it as you see fit. 

The greatest single opportunity I 
think lies in multiple writing operations. 
You may find one person preparing the 
shipping order, another preparing the 
bill of lading, and a third preparing the 
invoice. All are logical operations in 
themselves and all are being performed 
separately, simply because there is some 
variation of information in each case. 
When a little imagination is used to 
make a consolidation, such cases offer 
opportunities for elimination of waste. 
We have made real progress in this re- 
spect in the last few years. The quota- 
tion request—purchase order—receiv- 
ing report combination has become 
common. The same goes for the sales 
order-invoice combination. These have 
been fairly well exploited because the 
systems people of forms and equip- 
ment manufacturers have done a pretty 
good job of installing such setups. 
However, in many cases there are 
equally as great opportunities in other 
writing operations being overlooked. 

We made an improvement in our 
employee suggestion system. In sep- 
arate operations, we were typing a 
subject index card, a notice to the 
employee that his suggestion had been 


A meeting of New 
York City's records 
management com- 
mittee showing 
James Katsaros, 
records center sup- 
ervisor; Frank Pet- 
ruzzi, Health Dept 
records officer; Her- 
man Limberg, co- 
ordinator; Herbert 
E. Angel, National 
Archives: Arthur 
Miller, Federal 
Records Center, N.Y. 
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received, a work ecard and a notice to 
supervision of what the suggestion was. 
We at that time had four people do- 
ing the work and were fighting hard to 
keep from adding a fifth. By combining 
all these into a single writing operation 
we cut the work down so two people 
can do the job without strain. 

A second instance was in one of our 
departments where we were writing a 
receiving report and sending it to a 
storage area where a usage card was 
prepared. In a third location an in- 
ventory record was prepared and posted 
to. By consolidating these records into 
a single writing operation, we reduced 
the number of forms from four to one, 
the number of posting operations from 
38 to 12, the number of filings from 7 
to 4. We cut the physical cost of the 
form 35% and the amount of clerical 
time 60%. 

When you combine writings, you re- 
duce the chances for error, eliminate 
time spent reconciling one record with 
another, and speed the flow of infor- 
mation to your people. This is likely to 
be one of the most productive areas in 
your office for making short-cuts. 

A second large area where I feel 
dividends are likely to be found is in 
the organization of the office work. Is 
the work set up on some sort of sched- 
ule? Does each employee know what he 
is supposed to do? I have heard that 
supervisors don’t really know what 
their people are supposed to be do- 
ing. Too frequently it is left entirely 
up to the employee to decide what he 
does and what procedure he follows. 
You can go only so far with this be- 
cause different people work in differ- 
ent ways. No two are likely to do the 
same thing in exactly the same manner 
but, as a supervisor, you are respon- 
sible for determining generally the best 
way for an operation to be performed 
and you should see that the procedure 
is followed. 

Work out a simple statement of job 
duties for each employee. Write it long- 
hand, if you will, and put it in a ring 


THe Orrice—June, 1954 


Lilyan Miller, president, National Secretaries 
Assn., and Secretary of Commerce Sinclair 
Weeks hold the National Secretaries Week 
tribute signed last month. Looking on are 
Howard V. Widdoes, vice president, Reming- 
ton Rand Inc. and C, K. Woodbridge, chair- 
man of the board, Dictaphone Corp. 


notebook. When the job changes, change 
the description. Pencil in the changes 
on the margin. You’re not particularly 
interested in what the job description 
looks like, all you are interested in is 
factual information about the job. Al- 
though it is frequently desirable’ to give 
an employee a description of his work 
so that he will know what he is re- 
sponsible for, you still can use a single 
copy in the notebook and have the em- 
ployee initial the write-up when it is 
discussed with him. 

It is frequently desirable to make a 
chart on your employees. Put down the 
hours of the day and generally what 
work is to be performed during those 
hours. This gives you an overall picture 
of the office—a schedule sheet to follow. 
Such a sheet as this can be of help in 
eliminating waste time and effort. 

A third big area for improvement 
lies in a composite study of your forms. 
I use the words “composite study” be- 
cause maybe the returns from the study 
of one or two forms alone would not be 
too great. Study them all on an or- 
ganized, systematic basis and you’ve 
pretty well studied your office. It’s like 
breaking the bundle, a stick at a time. 

(Continued on page 76) 





Better 
Bookkeeping 
Cuts Costs for 

Appliance 
Distributor 


JOHN C. FORAN 
Oftice Manager, Allied Appliance Co.., 
Boston 


E COMPLETELY overhauled our 
bookkeeping system because we be- 
lieved we could increase efficiency 
and lower costs. This was about two 
years ago and we have determined that 
the new system costs at least $20,000 
less per year to operate. All bookkeep- 
ing work is being done faster, easier and 


Ralph S. Cron, president of Allied Appli- 
ances Co., Boston. 


The author watches Barbara Sosna post a 
Keysort card which is used for sales analysis. 


with four less personnel than formerly 
were needed. Every report for manage- 
ment is accurate, up-to-date and ready 
when required. 

The Allied Appliance Co. is a whole- 
sale distributorship for nationally known 
appliances. Headquarters are in Boston 
and the area served includes eastern 
Massachusetts and New Hampshire. 
Our previous accounting system used 
what he considered the latest automatic 
equipment but it utilized indirect 
methods. Reports seldom were ready 
when they were needed by Ralph 8. 
Cron, president of the firm. In fact, it 
was Mr. Cron’s decision to install ¢om- 
pletely new accounting methods. As he 
said, “While considerable emphasis must 
be placed on ways and means for re- 
ducing the costs of our services and the 
products we distribute, emphasis must 
also be placed on office efficiency, cost 
analysis, on rapidly and accurately pre- 
pared information necessary for mak- 
ing sound business decisions.” After 
considerable study, investigation and 
smoothing of details, we developed a 
system which required completely new 
equipment and materials. Briefly, this 


THe Orrice—June, 1954 








ut 
mi | 


: 
d 


LOWELL, MASS, 


Allied 


111 BERKELEY ST. - BOSTON 16, MASS. 


MIDOLESEX SUPPLY CO, 
104 MIODLESEX ST,. 


iance Co. 


account OO 
INVOICE NO. 
4875 





The invoice which is 
WILt, CALL 


hess 
TERMS 





prepared in quad- 
ruplicate. 








AW 422 NORGE WASHER 
Bi2 NORGE PEFRIG 

















is how it works: 

After an order is received and filled, 
a copy of it is sent to our billing sec- 
tion which consists of two girls operat- 
ing Burroughs billing machines. Using 
their machines, they address and type 
the necessary information onto the in- 
voice. By indexing the quantity shipped 
and the unit price into the machine, 
amounts and invoice total are computed 
and printed, and the operator is ready 
for the next invoice. From 250 to 350 


1 
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ALLIED APPLIANCE CO 
BOSTON, MASS 


Qua arity 


invoices are prepared each day in 
quadruplicate. The first copy is for the 
dealer, the second becomes the account- 
ing copy, the third goes to the customer’s 
file and the fourth is the sales analysis 
copy. 

At the customers’ files section, two 
operators of Burroughs Sensimatic ae- 
counting machines post the sales jour 
nal, cash receipts journal, customers’ 
ledgers and statements. The 
statement and journal are posted simul- 


ledger, 


Coded Keysort 
card which per- 
mits rapid an- 
alysis of sales 
by product, 
date, salesman 
and other ways. 
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The statement, ledger and journal or invoice record are posted in the same operation. The turned- 
over, perforated slip at right side of journal is automatically provided as a bank deposit slip. 


taneously. The cash receipts journal is 
a two-column, perforated fold-over at 
the right side. This serves as a deposit 
slip for our bank. As receipts are posted 
on the ledger, statement and journal, 
they also are printed on the deposit slip. 
At the end of the run, the total is pro- 
vided automatically and the receipts are 
ready for banking. 

Meanwhile, the aceounting copy of 
the invoice has gone to a coding clerk 
and the operator of another Sensimatic 


60 


accounting machine. This machine is 
equipped with descriptive word keys and 
prints a description of the item. It 
also prints the code, item number, 
quantity and sales value on a Me- 
Bee Keysort card for each item billed. 
At the end of the posting, the auto- 
matically provided total is checked 
against the total produced by the billing 
machine operators to insure accuracy. 
By using item descriptions and code 
numbers, we can handle any number of 
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products and parts regardless of models, 
styles or manufacturers, and it is not 
necessary to write descriptions of any 
item. The Keysort cards allow us to 
rapidly determine such information as 
sales by products or products by sales- 
men. Each manufacturer has cards with 
a different colored edge. 

The ecards and copies of the invoice 
are then sent to our reports section, 
where operators of a Burroughs duplex 
caleulator and a multiple-total adding- 
subtracting machine prepare all daily, 
weekly and monthly reports, such as 
sales and inventory and summaries by 
products and by salesmen. In the case 
of one report involving about 800 break- 


John Egan, assistant office manager, with 
Dorothy Stanislawzyk and Natalie Chicca- 
rellie who post sales journal, cash receipts 
journal, customers’ ledgers and statements on 
Burroughs Sensimatic accounting machines. 


downs for a single manufacturer, several 
personnel used to devote hours, often 
overtime or several days, preparing it. 
Now two girls in the report section can 
handle the complete job within a few 
hours. 

When installing the system, there 
were, of course, wrinkles to iron out. 
However, the basie simplicity of the 
methods and the ease with which the 
equipment is operated along with its 
many automatic features soon had the 
work flowing smoothly. Since then, we 
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Barbara Wentzell and Carole Smith prepare 
invoices immediately after orders are filled. 


have made several changes to increase 
efficiency, and we have made it a policy 
to remain alert to new ideas which 
might be developed into better methods. 

As Mr. Cron recently said, “To main- 
tain a top position in today’s competi- 
tive markets, we must keep operating 
costs at a minimum and service at a 
maximum. We also must have on hand 
accurate information showing what our 
business has done and what it is doing. 
Only then can we make the most wise 
decisions and plans for future business.” 


Katherine Clark and Helen Meyers prepare 

management reports on a Burroughs two- 

total calculator and a multiple-total adding- 
substracting machine. 





Consolidated Laundries’ System 
Of Purchasing Office Supplies 


BERNARD 


URCHASING office supplies is 

sometimes an inefficient, hit-or-miss 

business because of the sheer abund- 
ance of different items bought and the 
relatively low unit cost of each. Recog- 
nizing that haphazard purchasing of 
even the least expensive supplies can be 
insidiously costly, Jack Weiss, director 
of purchases for Consolidated Laun- 
dries Corp., New York, determined from 
the moment he joined the “world’s larg- 
est launderers’” ($18 million sales in 
1953) that he would buy office sup- 
plies—an estimated $30,000 annual ex- 
penditure — with the same intelligent 
procedures used in the purchasing of 
some $5 million in other items. 

The first step was to group orders 
from each of Consolidated Laundries’ 
20 operating divisions (linen supply, 
family laundry, drycleaning, diaper 
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service, industrial uniform rental, ete.) 
and arrange purchasing on a semi-an- 
nual basis rather than on a month-to- 
month schedule. Buying office supplies 
in larger quantities brought more favor- 
able prices. 

The purchasing department surveys 
plant managers every six months as to 
their needs for several hundred office 
supplies. Duplicated forms (Fig. 1) are 
sent to each plant. Managers check their 
inventory records, calculate their aver- 
age monthly consumption of each item, 
estimated their needs for the coming 
six-month period, deduct the supply on 
hand and then order the difference. 

Office supply requirements for all 20 
divisions are summarized in the main 
office. Copies are made of the final 
tabulation and sent to suppliers for 
bids. Mr. Weiss emphasized that no 
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vendor receives a request to bid unless 
his firm has been checked carefully for 
reliability, After this has been done, 
the supplier is given complete specifica- 
tions for each item so that all quotations 
will be made on identical products. Con- 
ditions of billing and delivery are 
made explicitly clear. Each vendor bids 
on exactly the same basis. 

If the order for any one item is 
sufficiently large, Mr. Weiss obtains 
separate bids for those materials direet- 
ly from the manufacturer wherever pos- 
sible. Thus, such products as_ pencils 
and carbon paper are frequently pur- 
chased direct. 
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Under no cireumstances will Mr. 
Weiss carry more than one-half year’s 
supply. “Office supplies have a way of 
getting lost or misplaced,” he states. 
“Some items like carbon paper and 
typewriter ribbons deteriorate as the ink 
dries. Printed forms may become ob- 
solete as methods change. Besides, we 
don’t like to tie up our money in any 
one item for too long a time.” 

Once the contract is awarded, prices 
and amounts purchased are recorded on 
the price record (Fig. 2) ecard. When 
the invoice is received the price is 
checked against this eard. All invoices 
must be in duplicate and a copy is sent 
to the plant coneerned where it is 
checked against shipping receipts to 
ascertain that the goods billed were re- 
ceived. All invoices must be approved 
by the plant manager and the purchas- 
ing director before they are paid. 
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Price records are maintained scrupu- 
lously. A full history of purchases is 
kept for each item, telling when it was 
hought, price, supplier, terms of deliv- 
ery, quantity, where shipped and pur- 
chase order number. “These records not 
only tell us at a glanee when a vendor’s 
bid is out of line but, over a period of 
time, they indicate general economic 
trends and help us gauge purchases ac- 
cordingly,” Mr. Weiss declared. 

The purchase order form is often 
unduly complicated in some firms or 
sadly neglected in others. Consolidated 


1. Portion of the group order form which Consolidated Laundries’ divisions fill out every six months. 
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Jack Weiss, Consolidated Laundries’ director 
of purchases, is an art collector when he's 
not buying supplies. 


Laundries charts a middle course with 
a three-part, three-color form which has 
proven simple yet efficient. Conditions 
of sale are printed on the reverse side. 
The original copy and the acknowl- 
edgement copy are sent to the vendor. 
The third copy is passed along to the 
invoice clerk who checks the invoice 
against it for price and quantity of the 
shipment. 


If the purchase order is completed, 
the office copy is filed numerically. If 
only a partial shipment is made, this is 
noted on the copy which is held until 
full shipment is completed. The invoice 
clerk also checks to see that no pur- 
chase order is over two weeks old. If 
such is the case she immediately con- 
tacts the supplier and expedites deliv- 
ery. 

“The heart of sound purchasing,” Mr. 
Weiss declared, “is standards. Without 
standards you have numerous vendors 
bidding on different grades of one prod- 
uct. Further, you have no criteria 
against which to judge the quality of a 
supply item. We’ve set up specifications 
for each office supply item. For ex- 
ample, in our standard for pencils we 
have specifications as to color, imprint- 
ing, bonding, ferule, quality of wood, 
eraser and composition of the graphite 
core. Our standard for typewriter rib- 
bons specifies fabric — cotton, silk, or 
nylon—and thread count. Paper, of 
course, is specified as to size, rag con- 
tent and finish. It’s quite a task as- 
sembling standards, but it pays off be- 
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A card record of printed forms. 
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Lirecfor 


200 — 
ADDING MACHINE 
ALL-OUT NATIONAL 


AD PROGRAM 
LAUNCHES PACE-SETTER 





Selling is easier when you can offer an out- 
standing product backed by an extensive, 
comprehensive advertising and promotion 
program. 





Just look—right now the Burroughs Director 
“200” is calling on your prospects through 
The Saturday Evening Post, Life, Newsweek, 
Business Week, Fortune, Dun’s Review and 
many other publications. What’s more, such 
valuable sales-building tools as newspaper 
mats, direct mail material, and special dis- 
plays are at your service. 


All this brings customers in. Then let the ‘ 
Director “200” take over—its flowing lines 
are styled to please the most discriminating ‘ BUSINESS 
buyer ... its ease of Operation sets a new 
high in efficiency. WEEK 





All-electric, the Director “200” has a special 
feature permitting hand operation at any 
time. This smartest, newest full-keyboard 
adding machine is available in four models 
; 8- and 10-column capacities, with or 
without minus total. Burroughs Corporation, 
Detroit 32, Michigan. 


WHEREVER THERE'S BUSINESS THERE'S 














M-K ADJUSTO 
TRAY-BINDERS 
and 

Hi-Lo 
STANDS 


Easy adjustable 
stends mode to fit 
one or more troy- 
binders 
EXACTLY! 


SORTERS 


SAVE TIME 
SAVE WORK 


SAVE SPACE 


STEEL BANK and OFFICE UNITS 


TO FIT YOUR NEEDS AND SPACE. 


TRAINED REPRESENTATIVES IN 
MOST PRINCIPAL CITIES 


Complete Line of Tray-Binders, 
Stands, Record Handling and 
Housing Equipment 


Le fFrebure 


CEDAR RAPIDS, IOWA 








fore too long.” 

Mr. Weiss considers testing of prod- 
ucts as another vital purchasing pro- 
cedure. Paper and twine are some of 
the items spot tested by U.S. Testing 
Laboratories to make sure they come 
up to specifications. Certain items, like 
pencils and ribbons, are often best 
checked by the girls that use them. 
Thus, a particular clerk or secretary 
may be asked to keep records on the 
length of time a typewriter ribbon or 
a sheet of carbon paper lasts. This is a 
common practice when a new product 
appears on the market and Mr. Weiss 
decides to test a sample before buying. 

Other checks are also made. It is 
standard practice, for example, for 
plants to check on weight of paper, 
rubber bands and other supplies often 
bought by the pound. “Although we 
have no hard and fast schedule,” Mr. 
Weiss noted, “we do maintain a con- 
tinuous cheek. In facet, few things are 
hard and fast in the purchasing de- 
partment. New products and processes 
are coming cut so fast these days that 
we've got to be flexible and open to de- 
velopments.” 


“Who's the jerk?” 
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In a lipstick...it’s kiss-proof 
in a spirit carbon...it’s — 





Like kiss-proof lipstick, Old Town's new 
Super-Kleen Stainless spirit carbon won't 
come off on you— won't stain, bleed or offset 
ever! This amazing double-action carbon pro- 
tects you two ways—ends soiling hands or 
clothes from the carbon either before or after 
it is typed! Stainless is not affected by damp- 
ness of moisture on the fingers — insures 
sharp, bright, spotless copies even on long 
runs. 
PROOF YOU CAN SEE—Send for a free 
sample of Old Town Super-Kleen Stainless. 
Make the most critical tests you know of. 
You'll see a revelation of stable, waterproof Put a piece of Super-Kleen 
spirit carbon. Available in Master Units pe mor 3 me a and « 
piece of any ordinary spirit 
(plain or pre-printed) and flat sheets—at no 


\ : . carbon in the other and see the 
increase in price over regular Super-Kleen. big difference! 


Werld’s foremost | 
maker of dupli- 

Sou CON depend On... cators and sup- 
802 0008 plies, carbon 
papers and inked 


ribbons. 
345 MADISON AVENUE, NEW YORK 17, N. Y. 





Is her time worth 
twenty cents an hour? 


Sadie a eee 


Silly question, isn’t it? 

Retyping two pages of solid text, with time 
for erasures and proofreading, can easily take an 
hour... But a Bambino in a few minutes will 
make as many copies (all clear and legible) as 
the typist—for about twenty cents! 

The Bambino is the new small Ozalid® office 
machine that copies anything typed, printed, 
written, or drawn on translucent paper up to nine 
inches wide, any length, for less than two cents 
a copy—and in less than a minute. Makes up 
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to 200 copies an hour! 


REPRODUCTION is instant, on coated Ozalid 
papers, without inks, plates, stencils, carbons. 
Delivers dry copies, ready for use. Electrically 
operated, can be used by anybody. And 
economically priced at $410. 

Call the nearest Ozalid distributor 
(see phone book) for a demonstration. 

Or write for free brochure to 

171 Ozaway, Johnson City, N.Y. 
OZALID—A Division of General Aniline & 

Film Corporation... From Research to Reality. 

In Canada, Hughes Owens Company, Ltd., Montreal. 


copying machine for the office 
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Machine Accountants 
National Convention in 
Cleveland, June 16-18 


HE National Machine Accountants 

Assn. will hold its annual conven- 

tion at the Statler Hotel, Cleveland, 
June 16-18. An idea of the fine job 
done by the convention committee, 
headed by Andrew Grant of Clark Con- 
troller Co., can be seen in the accom- 
panying program. Despite this full pro- 
gram, there will be ample free time 
for registrants te relax and visit Cleve- 
land’s civie and cultural points of in- 
terest. The seminars will cover a wide 
range of subjects appealing to the 
highly specialized interests of machine 
accountants. Informal seminar discus- 
sions allow listeners to get answers to 
their problems from others who have 
overcome the same problems in their 
offices. 

NMAA is less than five years old, yet 
it now has a membership of about 4,000 
in 75 loeal chapters throughout this 
country and Canada. A few months 
after its founding in Chicago in the 
fall of 1949, NMAA had a hundred 
members and its own quarterly publica- 
tion, The Hopper. Other cities soon 
formed chapters and the national or- 
ganization became a reality in Septem- 
ber 1951 when 14 chapters sent dele- 
gates to Chicago for a two-day or- 
ganizational meeting. 

Enthusiasm for NMAA has not been 
limited to the salaried machine accoun- 
tant who pays $3 annual dues and at- 
tends his chapter meetings. Top man- 
agement and equipment manufacturers 
have provided considerable tangible co- 
operation to this young organization. 
Thomas J. Watson Jr., International 
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Gordon Couch 
NMAA President 


Business Machines Corp., will deliver 
the keynote address at this year’s con- 
vention and, for the first time, all the 
American punched card equipment 
manufacturers will exhibit: Interna- 
tional Business Machines Corp., Rem- 
ington Rand Ine. and Underwood Corp. 
Powers Samas. The complete list of 
exhibitors follows: 

American Lithofoid Corp. 

Bonnar Vawter, Inc. 

Clarkson Press, Inc. 

Commercial Controls Corp. 

Egry Register Co. 

Ferris Rotary File & 

Business Equipment Corp. 

International Business Machines Corp. 

Monarch Metal Products, Inc. 

Moore Business Forms, Inc. 

National Business Forms Associates 

Record Files, Inc. 

Remington Rand Inc. 

Samas Div., Underwood Corp. 

Standard Register Co. 

Statistical Tabulating Co. 

Tab Products Co. 

The Punched Card 

Uarco, Inc. 

Wright & Co. 

The general objective of the NMAA 
is the continual improvement of the 
profession of machine accounting. Its 
specific purposes, as set forth in the 
by-laws are: 

To develop a better understanding of 
the nature and functions of machine 
accounting. 

To promote sound general principles 
in machine accounting and to study 
technical methods with a view to their 
improvement. 

ry . 

To study and develop improvements 
in equipment related to machine ae- 
counting. 

To collect through research and to 
disseminate generally, by all appro- 
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Many new products never 
before offered. 


50 pages of items. 


WRITE FOR YOUR COPY Functional and space-saving designs. 


Finest fabrication at economical 
prices. 


Modern, neat appearing lines. 


MONARCH METAL PRODUCTS, INC. 724 S. COLUMBUS AVE., MT. VERNON, N. Y. 
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NMAA's officers and convention committee chairmen. Seated: William Aitken; Don Talucci, 

secretary; Charles Johnson, vice president: Gordon Couch, president; Andrew Grant, Donald 

Gerighty, Harold Hatch, Harold Johnson, Wade O'Brian. Standing: Hugh Zernickow, George 

Benzin, Frank Wozniak, Lloyd Morgan, William Fitemaster, Max Merrell, Robert Dunn, Carl 
Bundus, Al Smithfield. 


priate means, all fundamentally sound 
machine accounting principles — and 
methods. 

To supply to its members, informa- 
tion on the most current methods, as- 
sist them in solving their individual 
problems, and cooperate with them in 
the advancement of the science of ma- 
chine accounting. 

To further among executives, the 
public generally, and the members of 
the Association, a better understand- 
ing of the vital business role of ma- 
chine accounting, and the proper rela- 
tionship of machine accounting to 
management. 

In addition, a professional Code of 
Ethies has been set up, to which all 
members of the NMAA = must sub- 
seribe. 

Primarily, the NMAA seeks to attain 
its goal by providing media for edu- 
eation of, and exchange of ideas among, 
its members and others associated with 
the field of machine accounting. Its 
national conventions, attended by such 
a high percentage of the membership, 


are serious workshop sessions with up 
wards of 25 seminars conducted by ex- 
perts in the field. Its official publica 
tion The Hopper, now a 
monthly with a full-time paid editor, 
keeps members up-to-date on the latest 
developments in equipment and meth- 
ods. Its colamns are open to members 
who have ideas to propound or achieve- 
ments to boast. 


20-page 


On chapter level, monthly meetings 
with speakers and discussions are en- 
thusiastically attended. Many chapters 


are devoting time and energy to the 
improvement of local edueation facili 
ties in their areas by inducing colleges 
and universities to give credit 
in various aspects of machine account 
ing. Others are working with loeal high 
assure the high ealibre of 
generation of machine ae- 


COUTSES 


schools to 
the next 
countants. 
Information on chapter locations and 
membership can be had from Francis J. 
Miller, Consumers Cooperative Assn., 
405 East 13th St., Kansas City, Mo. 


NMAA Convention Program 
WEDNESDAY MORNING, JUNE 16 
10:30 am. WELCOMING ADDRESS: Gorvon Coucn, John Hancock Mutual Life 
Insurance Co., NMAA President. 
WEDNESDAY AFTERNOON, JUNE 16 
2:30 pm. SEMINARS—PUBLIC UTILITY ACCOUNTING: Rosert E. Evcirrirz, 
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Columbus & South Ohio Electric Co.; ACCOUNTS RECEIVABLE: 
Ciarence W. Kine, E. I. du Pont de Nemours & Co., Wilmington; 
PERSONNEL RELATIONSHIP: Frep S. Larrer, Cleveland Graphite 
Bronze Co.; GOOD MACHINE MANAGEMENT: Curvin H. GREENE, 
International Business Machines Corp., Endicott, N. Y.; INVENTORY 
MANAGEMENT, KEY TO PRODUCTION CONTROL: D. B. Paquin, 
White-Rodgers Electric Co., St. Louis. 

4:00 p.m. SEMINARS—PUNCHED CARD ELECTRONIC DEVICES: R.. T. 
Bruce, Remington Rand Inc., New York; PROPERTY ACCOUNTING: 
James W. Franacan, Hilton Davis Chemical Co., Cincinnati; SALES 
RECORDS: Gorpon Lossinc, Dow Chemical Co., Midland, Mich.: 
BILLING IN AUTOMOTIVE PARTS INDUSTRY: Jack Parks & 
Jack Wurrts, Clevite Service, Cleveland; PROCEDURE DEVELOP- 
MENT: Norsert Scuurtz, Old Line Life Insurance Co. of America, 
& Harry Ziesett. Badger Mutual Insurance Co., Milwaukee: PAYING 
CASH DIVIDENDS: James W. Turner, Talon, Inc., Meadville, Pa. 

6:30 p.m. BANQUET: Tuomas J. Watson Jr., President, International Business 
Machines Corp. 


THURSDAY MORNING, JUNE 17 


8:30 a.m. SEMINARS—TABULATING MACHINE PRINTING: Eucene G. 
Brown, Mercury Laboratories, Detroit; FOOD MERCHANDISING 
INDUSTRY: Sypney W. Torey, Central Markets, Inc., Schenectady, 
V. Y.; ACCOUNTS RECEIVABLE (as Wednesday); PRODUCTION 
CONTROL: Apert Rapin, Remington Rand Inc., New York; UNI- 
VERSITY AP PLICATIONS: Max Merrecy, Western Reserve University 
& Dr. Cuartes Atkinson, Kent State University. 

10:00 a.m. SEMINARS—PUNCHED CARD ELECTRONIC DEVICES (as Wednes- 


NATIONAL LITHO PROUDLY PRESENTS 


LITHOGRAPHED CONTINUOUS MARGINALLY- 
PUNCHED FORMS 


Write for free forms layout kit. Visit Booth +46 
at NMAA Show. Dealers: Write regarding Territories. 


NATIONAL oo FORMS COMPANY 


18423 EUCLID AVENUE CLEVELAND 12, OHIO 
MANUFACTURERS & DESIGNERS OF SINGLE SET & CONTINUOUS CARBON INTERLEAVED FORMS 
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ERMARKED 
Fine Im prerwin Paper 


Wausau Impression Papers are made of highest 
sain fibre, tub-sized, and GENUINELY 


time of its m 

WATERMARK is your assurance of a 

sion paper. pretested at the mill for maximum 
machine performance: 


paper, WA 

GRADES, economy papers wit 

but made from highest quality virgin fibre. 
tub-sized, full-bodied and rigid for high 
speed operation. 

All impression P ) by Wausau for the 
three major ov licating processes are uniform 
in quality, lint-free and precision cut to size 
at the mill. 

The complete line is available nationally 
through guthorized distributors and stationers- 


Executl 


111 W Washingto” Street, 


Mills at 
BROKAW 
jee r WISCON 
SIN 


Member 
si - Wisconsin 
P 
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day); BATCH BILLING & INVENTORY CONTROL: Joun B. Hatey, 
Vons Grocery Co., Culver City, Calif.; PERSONNEL RELATION. 
SHIP (as Wednesday) ; BILLING & FINISHED GOODS INVENTORY 
CONTROL: E. A. Pacni, Johnson & Johnson, Chicago; INVENTORY 
MANAGEMENT, KEY TO PRODUCTION CONTROL (as Wednes- 
day); PAYING CASH DIVIDENDS (as Wednesday). 

Noon LUNCHEON—THE FUTURE OF A SUPERVISOR: Rosert A. Baucn, 


International Business Machines Corp. 


THURSDAY AFTERNOON, JUNE 17 
2:30 p.m. THE ANALYZING READER: Crype C. Heasty Jr. Intelligent 
Machines Corp., Arlington, Va. 
4:00 p.m. THE MACHINE ACCOUNTANT’S RESPONSIBILITIES TO TOP 
MANAGEMENT: James B. Fenner, Electric Auto-Lite Co., Toledo. 


FRIDAY MORNING, JUNE 18 


8:30 a.m. SEMINARS—Repeat of the following (as Wednesday and Thursday) : 
PUBLIC UTILITY ACCOUNTING, BATCH BILLING & INVENTORY 
CONTROL, GOOD MACHINE MANAGEMENT, BILLING & FIN- 
ISHED GOODS INVENTORY CONTROL, TABULATING MACHINE 
PRINTING. 

10:00 a.m. SEMINARS—Repeat of the following (as Wednesday and Thursday) : 
PROPERTY ACCOUNTING, FOOD MERCHANDISING INDUSTRY, 
SALES RECORDS, BILLING IN AUTOMOTIVE PARTS INDUSTRY, 
PROCEDURE DEVELOPMENT, PRODUCTION CONTROL. 

Noon LUNCHEON—Installation of new officers, presentation of awards and 
prizes. 








Greetings ! 
o 
NATIONAL MACHINE ACCOUNTANTS ASSOCIATION 
Convention at Cleveland, June 16-18, 1954 
We at Carteret have been watching with much interest the giant strides made by 
your young and vital organization. We'd like to know you all better . . . so here is 
a short summary of our activities and facilities: 
We are designers and manufacturers of business forms and systems. Our many 
years of intimate contact with almost every type of business systems problem 
have developed for us the versatility and quick comprehension required to 
solve your individue! situations no matter how intricate or complicated. Be- 
cause of our unusually flexible facilities we are able to lend ourselves most 
effectively to the solution of novel construction requirements. 
Your inquiries are invited concerning 
@ BUSINESS SYSTEMS AND FORMS 
@ BOOKKEEPING AND MACHINE ACCOUNTING FORMS 
@ VOUCHER CHECKS — PAYROLL SYSTEMS 


@ NATIONAL CASH REGISTER, BURROUGHS, OZALID, BRUNING, 
DITTO, HECTOGRAPH AND OTHER APPLICATIONS 


SEND FOR @ PEGBOARD & SHINGLED FORMS 
FREE @ SPECIALLY CONSTRUCTED FORMS 
FORM-DESIGN You will like our prompt response to your inquiries. our 


ck action on the submission of estimates, proofs and 
PAD working dummies, our reasonable pricing habits. 
for either ma- 


D chine a& hand CARTERET PRINTING COMPANY 
*) written appli- 480 Canal Street New York 13, N. Y. WoOrth 6-1454 
cations. “A complete forms manufacturing service under one roof” 
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You CAN Take It With You 
...and get it done fast! 


... easier to use 


SoundScriber’ 


DICTATING EQUIPMENT 


Only dictation 
disc playable on 
modern home 
phonographs 


Whenever a day of endless interruptions or 
report deadlines leaves your desk looking like a 
stationer’s warehouse, relax! Just slip your light, versatile 
SoundScriber recorder into its traveling case and go home. After dinner, in quiet and 
comfort, without interruptions, simply talk your work away! In less time than you 
can imagine, you'll be caught up again ready to start tomorrow with a clear desk. 


No extra hand needed to carry enough discs, either ...they’re vest-pocket size... 
important consideration for overall portability. So light that nine 
15 minute discs—2% hours dictation—mail in a business envelope for a 3¢ stamp! 





Like more information about this willing SoundScriber Corp., Dept. | 0-6 
worker? Just mail the coupon. 
New Haven 4, Conn. 
‘ “] I'd tik le di d 
Only SoundScriber Offers You: C i_— 


more information. 
‘ , : (] I'd like to see SoundScriber 
1, On-the-Dise Secretarial Instructions. Gonsemabratind: 
2. Two-orm Versatility. 


' : Name. 
3. Mail-Chute Size Discs. Compony 
4. Lightest All-Purpose Recorder. 


Address ‘ 
SEND TODAY mma 





] out of 10 


Find 
irade 
Pencils 
Smoother 


... and so will you! 


In Masked Pencil tests conducted by 
the Ross Federal Research Corp., 
secretaries from coast to coast con- 
sistently chose *Eagle *MmIRADO as 
smoother than the other pencils they 
were using. Test MIRADO yourself, 
You, too, will find it smoother, 
stronger, and longer-wearing . . . or 
your money back. 


each East of the Rockies 


EAGLE PENCIL CO. 


New York ¢ London Torento *® 





Improvement 


(Continued from page 57) 


If you have 40 or 50 forms in a small 
office, it’s not an unsurmountable task 
to tackle them one at a time. If you 
gave 10% of your time for a year to 
this purpose, my guess is that you 
would notice a tremendous difference 
in your office by the end of that time. 

One good thing about studying forms 
is that it is such an absorbing subject. 
There are so many possibilities for im- 
provement. You can improve the order 
in which information appears on forms. 
You can eliminate putting unneeded in- 
formation on forms. You ean look for 
possibilities to combine forms. You ean 
review the necessity for each copy in 
the set. When you get through you have 
the satisfaction of having worked out a 
definite improvement. 

A final big area lies in the utiliza- 
tion of equiprient. This is perhaps a 
little more difficult to study. Changes 
are not so easy to make because of the 
amount of money usually involved. You 
may say, “A small office like mine can’t 
afford that kind of equipment”. Are you 
using mechanical devices in every place 
where you can afford them—for mail- 
ing, addressing, posting? Are you using 
the right kind of typewriter for every 
job? 

There are several other areas” or 
phases of work which you would likely 
find a productive field to work in. The 
matter of records retention, or records 
management, is a whole field in itself. 
Another spot is where you have work 
crossing from one supervisor to another. 
Each supervisor is likely to keep an 
amount of detail just to prove he is 
right. We always take the defensive. 

Remember, no office is too small for 
a methods improvement program. Work 
simplification is only the organized ap- 
plication of common sense to make jobs 
simpler and easier to do. 
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REO OTRO egg SE 


I suspect the boss! 


® Page Mr. Price or Mr. Waterhouse. 
I need a CPA to account for my 
postage. Somebody’s always using 
stamps—and not telling me. I suspect 
my absent-minded boss, for one. 

Ww hy don’t we get a postage meter 
and get rid of all this fuss with stamps? 


® Now, any office can have a DM desk- 
model Postage Meter—and do away with 
licking, sticking and accounting of 
old-fashioned adhesive stamps. The DM 
prints postage, any amount needed for 
any kind of mail, right on the envelope— 
with your own smali ad if you like. 


@® And your metered mail, needing no 
canceling, can get faster postoffice 
handling. Even handles parcel post; and 
has a moistener for sealing envelopes. 
Also accounts automatically for 
postage on visible registers. Easy to use— 
any one can learn in a few minutes! 


@ Buy as much postage as you wish 
at a time and forget the possibility of 
lost, damaged, or wasted stamps. 


@ Ask the nearest PB office for a 
demonstration or send the coupon for 
free illustrated booklet. 


FREE: Handy chart of Postal Rates 
with parcel post map and zone finder. 


= PITNEY-BOWES ) 
= Postage PitNEY-BoweEs, Ince : 
M ey 3464 Pacific St., Stamford, Conn. 
eter Please send free] DM booklet, (1 chart to: 
Offices in 93 cities Name 
in U.S. and Canada Address 
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Another 
SHIPMAN-WARD 

move to serve b 

you better! \ 














7S HIPMAN - WARD 


Complete Rebuilding Facilities! Expert Technicians! aa 


Complete dismantling and cleaning of all a" 
parts and assemblies ELECTRIC TYPEWRITER 





REBUILDING FACILITIES 
ARE NOW 
LOCATED AT 


423 W. Walnut St. 
Springfield, 
Missouri 
© 


Refinishing by same bake-on process used on 
new parts 


Thorough adjusting and rebuilding of the 
entire mechanism 


e Replacement of defective parts 
e Final inspection 


...assure you of top quality performance! 
Y in. YP a Do not ship type bars 


* A 
See you at the NOMDA Convention * or machines to 
in St. Louis, June 20-23 at the * Chicago! 
Chase Park Plaza Hotel! 
SHIPMAN-WARD MFG. CO. 325 NortH WELLS STREET © CHICAGO 10, ILLINOIS 
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29th Annual 
NOMDA Convention in 
St. Louis, June 20-23 


John D. Romano 
NOMDA President 


ORE IN 754 is the theme of the 
29th Annual Convention and Trade 
Exhibit of the National Office Ma- 
chine Dealers Assn. to be held at the 
Chase Park Plaza Hotel, St. Louis, 
June 20-25. The “more”, according to 
program chairman William Simpkins, 
indicates that more than ever before 
has been planned for the dealers at- 
tending this year: more speakers, more 
exhibits and more program features. 
While on a tour of local associations 
in the mid-west, Harold Mann, execu- 
tive secretary of the organization, spent 
three days in the Missouri city going 
over the facilities of the hotel and the 
community. He found many ideal fea- 
tures that have heen incorporated into 
the convention plans. The Chase Park 
Plaza has excellent facilities to handle 
the affair as headquarters hotel. The 
meeting rooms, spacious ballroom and 
root garden are tops for the activities 


The Chase Park 
Plaza Hotel build- 
ings are across from 
St. Louis’ Forest 
Park, site of summer 
municipal operas, 
gardens, aolf course 
and zoo. 
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planned. St. Louis’ famous Forest Park 
with its beautiful attractions is right 
across the street from the hotel and 
will serve as the scene of more than one 
event for the ladies as well as the men. 

Dr. William Alexander, the only man 
ever to be asked to fill a return en- 
gagement at the National Stationery & 
Office Equipment Assn. convention, is 
to be the principal speaker at NOMDA’s 
opening luncheon. Aecording to most 
who have heard him, Dr. Alexander is 
the top convention speaker in the coun- 
try. He hails from Oklahoma City and 
has thrilled audiences all over the na- 
tion. He will be the only formal speaker 
on the agenda of the meeting. All others 
will talk on subjects during the panel 
and will be more on the 
informal side. 

Mr. Simpkins has lined up an array 
of experts to lay before the members 
potent ideas for better sales campaigns 


discussions 


PLE) Jud aa: ad. 





Dr. W. H. Alexander Ross Shannon Dan Blount Joseph E. Burger 


and bigger and better results. First will media, proper types of advertisements, 
be Dan Blount, director of sales train- proper timing, etc. Joseph Burger, vice 
ing for International Shoe Co., leading president and sales manager of one of 
producer of footwear. His specialty is the five largest seed producing com- 
training men to sell at the retail level panies in the nation will follow. Sales 

Next in line on the program will be promotion is his life and he will give 
Olin Stansbury, advertising manager of the dealers a talking to that will fill 
St. Louis’ second largest department them with ideas galore. The fourth ex- 
store. His remarks will be aimed at get- pert on the program will be Ross Shan- 
ting the most out of the advertising non who specializes in the various 
dollar through careful selection of physical aspects of the dealer’s store ex- 





NOMDA Convention Program 
SUNDAY, JUNE 20 


10:00 a.m. Registration. Exhibits open. Golf tournament. 
2:00 p.m. Board of directors meeting. 


MONDAY, JUNE 21 
9:30 a.m. Exhibits open. 
12:30 p.m. Luncheon. Opening address by Dr. Witttam H. ALexanper, Oklahoma 
City. Members’ business meeting. Panel discussions on typewriters and 
other products, 


TUESDAY, JUNE 22 

9:30 a.m. Exhibits open. 

12:30 p.m. Luncheon. Talks on sales training and advertising by Dan BLount, 
Director of Sales Training, International Shoe Corp.; Ovin STANSBURY, 
Advertising Manager, Stix, Baer & Fuller) St. Louis. 

WEDNESDAY, JUNE 23 

9:30a.m. Exhibits open. Breakfast of presidents and secretaries of local asso- 
ciations. 

12:30 p.m. Luncheon, Awards to winners in NOMDA’s membership campaign and 
sales promotion, direct mail and advertising awards. Talk gn sales 
promotion by JosepH Burcer, Vice President and Sales Manager, 
Corneli Seed Co. Talk on store interiors and exteriors by Ross SHaAn- 
NON. Discussion of industry problems. 

7:00 p.m. Annual banquet and dance. 
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We said it.-- 
Now everyone’s 
saying it! 


THE FINEST DICTATING 
MACHINE MADE TODAY! 


rast , NM. CORRIDAN and ALLEN RAYMOND 
Company - °° COMPERE & RAYMOND 
Address - * * 11 W. A2nd Street, New York 36, N. Y- 


Father Corridan and Mr. Raymond shown above ysing the REX 
RECCRDER. Speaking for principals and staff, Mr. Raymond 
states - + “THE REX ORDER was put through a rugged 
production schedule and it was easy to operate.” 


f 


commune & RayMono 
oofeu. 10" 


os 


Time after time, our dealers have 
sent us letters like the one reproduced 
here .. - Yes, we said it 

... now everyone's saying it. 

REX RECORDER IS THE FINEST 
DICTATING MACHINE MADE TODAY! 


Write for the name of your 
neares? deoler --- for @ 
free demonstration ot your offices. 


AMERICAN DICTATII NATIONAL DISTRIBUTORS 
65 Madison — MACHINE CO 
venue, New York 16 ey INC. 
ESTABLISHED 1923 New York 
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teriors and interiors as a means of 
creating sales. Mr. Shannon recently re- 
tired from Socony Vacuum Oil Co. and 
is considered one of the best experts in 
pin-pointing sales in America. 

“Any office machine dealer the least 
interested in improving his business as 
well as himself, should be in St. Louis 
for the Convention and Trade Exhibit,’ 
stated William Simpkins. “There has 
been nothing like it in the association’s 
history. We urge every dealer 
of NOMDA or not—to be with us for 
this outstanding event and we guar- 
antee he will be a better dealer.” 

Non-members can obtain registration 
information from Harold Mann, Na- 
tional Office Machine Dealers <Assn.., 
1267 N. Wilton Place, Angeles 38. 


member 


Los 





NOMDA Exhibitors 


EXHIBITOR 

Addo Machine Co. 

J. E. Albright & Co. 

k. C. Allen Business Machines, Inc. 
American Dictating Machine Co. . 
Ames Supply Co. 

Beutler-Brown Industries 

Bohn Duplicator Corp. 

Paul Bruning . 

Burroughs Corp. 

Check Writer Co. 

Clary Multiplier Corp. 
Commercial Commodities Co. 
Facit, Inc. ‘ 

Hennus Co. 

Indiana Cash Drawer Co. 
Inter-Continental Trading Corp. . 
Lathem Time Recorder Co. 

Maso Steel Products, Inc. 
National Cash Register Co. 

Old Town Corp. ... 

Olivetti Corp. of America 
Paillard Products, Inc. 

Pearl Engraving Corp. 

Polk Bros. Typewriter Co. 
Precisa Calculating Machine Co. 
Print-O-Matic Co., Inc. 

Regna Cash Registers Inc. 
Reliable Typewriter & Adding Machine % 
Remington Rand, tnc. 

Royal Typewriter Co. 

Safeguard Corp. 

Shipman-Ward Mfg. Co. 
Smith-Corona Inc. . 
Speed-O-Print Corp 

Swift Business Machines Corp. 
Tiffany Stand Co. 

Tippa Products Co. .. 

Trans World Airlines 

Typewriter Equipment Co. 
Underwood Corp. 

Victor Adding Machine Co 

Von Soosten & Co. . 





NOFA Convention 


CONVENTION 
in spirit 
National 


was different 
held by the 
Assn., 


that 
from any yet 
Office Furniture 
took place in Chicago May 8-11. This 
eighth annual NOFA convention and 
exhibition was marked by the transtor- 
mation in the past twelve months of 
the office furniture industry from a 
seller’s to a buyer’s market and the re- 
turn to practices and traditions of 
earlier years. 


Bernard H. Nemlich 
who was elected 
NOFA president last 


month. 


specifically the manu- 
has again been con 
fronted with an inventory problem. 
Volume and turnover have not dimin- 
ished very appreciably and, tor many, 
business is at a high level. The problem 
stems from a rather stubborn hesitancy 
of the retailer to carry even normal in- 
ventories and the manutac- 
turers, carrying double and more fin- 
ished inventories, to meet the dealers’ 
needs with usual promptness and dis- 
patch. Patently reflecting a degree ot 
nervous indecision, the condition will 
pass when the retailer finds increasingly 
fewer manufacturers carrying his in- 
ventory burden and himself losing busi 
ness because of delayed deliveries. 

This NOFA convention high 
lighted a noticeable return to the age 
old rivalry between metal and wood in 
office furniture. Like all who generalize 
on a given subject, those who do in 
office furniture will, of course, be 
wrong. Two elements, however, help to 
clarity the subject. First, in the days to 
come, management more than any single 
factor will be decisive. Second, the 


The industry, 
facturing industry, 


necessity of 


also 
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feature for feature— 
the LOWEST PRICED 
adding machine 

on the market 


See us at 
NOMDA Show 
Booths 28 and 29 


For ease of operation Keys need Odhner is electrically engineered. 
less finger pressure, do double- Made by the makers of Lay @l mE 


duty to cut waste motion. 


For noiselessness Unique rotary SUPERIOR SERVICE. Factory-trained, in 
drive ends vibration and rubber 125 cities coast to coast. 10-year back- 


cushions deaden sound. log spare parts in U. S. A. Built in 
sections with all parts easy to get to. 





world-famous 10-key touch calculator. 


For speed Keyboard fits the hand 
— all keys are in easy reach. WHO QUALIFY 


*pronounced ODE-NER 


A FEW TERRITORIES STILL OPEN TO DEALERS 





You can count on 
See your local dealer or write 


Odhner Div., Dept. O, FACIT INC. dhne 
500 Fifth Avenue, New York 36, N. Y. or ) 
114 Sansome St., San Francisco, Calif. 

Adding Machines 


SOLD AND SERVICED THROUGHOUT THE WORLD 
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SPEED YOUR WORK | 








STANDARD FORMS 


INVOICES BILLS OF LADING 
PURCHASE ORDERS REPLY MESSAGES 


2, 3,4 or 5 PART—CARBON INTERLEAVED 
WITH YOUR IMPRINT 


LOW, LOW PRICED 


QUAN | 2 3 part| 4 5 


OTHER STANDARD FORMS 
AT COMPARABLE LOW PRICES 


ORMS 
OTHER CONSOLIDATED BUSINESS F 
e \BM Forms 
T W-2 Tax F 
. RETF nations 
dard Con 
© Sachines 


orms with state form 


tinuous Register forms & 


individual 
dard, indivi ; 
inted and sty and con 
Custom Prinin ved REDIF other 
r carbon interre“including N.C.R. at 
; 


jnuou 
Hookkeeping forms 


WRITE FOR CATALOG B-6 


Bonsolidated 
Mises Systems Gao 


30 VESEY ST. NEW YORK 7. N. Y. BArcloy 7-3687 





wood industry is finally revealing many 
of its previously hidden virtues through 
the valiant educational work of the 
Wood Office Furniture Institute. 

The eighth annual NOFA convention 
was another very successful meeting due 
to the able and tireless management ot 
its executive director, John R. Gray. 
Manufacturers showed a wide variety 
of products in more than 150 exhibits. 
The membership recognized Bernard H. 
Nemlich of Regan Office Furniture Co., 
New York, tor his many years of 
zealous and useful work by electing 
him NOFA president for the 1954-1955 
term. Finally, it was decided again to 
hold the 1955 convention in Chicago. 


Supervisors 
I Have Liked 


MARY J. SCOTT 


UCKY are we who have supervisors 
ae can make us like being directed 

and commanded; luckier still if they 
can instill a desire to produce high- 
grade work. I have been fortunate 
enough to have had several such chief’. 

One would go over the day’s work 
with me and then say, with military 
crispness, “Do something about those 
things. Do it immediately.” I would 
chuckle and then tackle the job  en- 
thusiastically. His foreeful directions 
indicated that my work was essential, 
certainly very useful. That realization 
more than any other makes me perform 
a task energetically. 

To impress us more thoroughly with 
the fact that he expeeted action, with 
no dilly dallying, he drew a cartoon of 
himself as an Indian chief, wrapped in 
a big plain blanket, characteristically 
puffing a cigar, gesturing and exclaim- 
ing, “We must do something. My 
Braves, do something.” We dubbed him 
Chief Do Something and presented him 
with a wall plaque depicting Indian 
warriors and bearing a comie verse 
which, nevertheless, showed our high re- 
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ae 


shed, ‘Pvsivs | 


Your customers and prospective customers de- 
serve your best approach. Why handicap the im- 
pression your company makes in correspondence 
with a series of unrelated designs on your letter- 
heads, envelopes, invoices, and other business 
forms? 

Matched business stationery can go a long way 
toward creating the desired impression that your 
business is well-organized, alert, and efficient. 

Important, too, is the paper used. You'll find 
tub-sized, air-dried Gilbert new cotton fibre pa- 
pers unsurpassed for appearance, strength, color, 
and finish. Ask your Supplier. 


SPORTING GOODS. inc 
247 Chestnut Street 


Oleander 


SPORTING GOODS, ine 
247 Chestnut Sweet 
Oleander, Ohio 


SPORTING GOODS. inc 
247 Chestnut Street 
Oleonder, Ohio 


GILBERT 


PAPER COMPANY 





Don’t gamble on getting 





Be certain of it...Cost?... About a cent a day! How? By trading in your 


da almnrece 0 er aggagopiamm 0 


& 


ROYAL CALL YOUR ROYAL 
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good-looking typing! 


old typewriters at 5 years instead of 10 for new Royal Standards. 


EW Royal Standards assure 
N you higher office morale, 
better employee relations, and in- 
creased typing production. 


They turn out the finest, best- 
groomed letters, memos, and re- 
ports imaginable. You’ll be proud 
to sign them. They are the neatest, 
cleanest -cut salesmen you ever 


Why don't you ask the Royal 
Representative to explain the 
1-cent-a-day story, and demon- 
strate a new Royal in your 
office. No obligation, of course. 


REPRESENTATIVE 
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saw~——ambassadors of good will. 


Frankly, why not? Royals are 
the top precision writing ma- 
chines, made by typewriter spe- 
cialists. They are rugged. They 
take less time out for repairs. And 
a special point: they are preferred 
2!4 to 1 by people in business 
who type. 


( SALES 
SERVICE 
| RENTALS 





gard for him. He wanted us to be me- 
ticulous but took the edge off the otten 
unpopular demand by recounting an 
amusing personal experience. 

“When I was in the Army,” he said, 
“I reported one day with a button off 
my coat. The commanding _ officer, 
noticing it, pranced back and forth be- 
fore me shaking his first and exclaim- 
ing, ‘You show up for duty half dressed 
and ruin the appearance of the entire 
company’.” 

“Just one missing button doesn’t ruin 
the appearance of the entire company,” 


I said. 
NEE. “Yes, it does,” he replied, “one gaping 
coat can spoil everything.” 
He would repay us frequently for our 
VACATION special efforts to do quality work by 
saying he was proud of his department. 
Another supervisor had a favorite and 
9 inspiring expression. “We must give 
e the matter some thought,” he would say, 


“T am sure that we can improve on our 


| CAN HELP You iN method if we will just give the matter 


some thought.” 


YOUR OFFICE OR OURS Accordingly we would take our jobs 
home with us and try to think of better 

WITH procedures because we knew he expected 

us to come up with some ideas. It was 


TYPING Franchises not a chore because he praised us highly 
STENOGRAPHY evetleble when we did have a suggestion, and 
BOOKKEEPING ae ic he would usually improve on it. Whether 
GENERAL OFFICE Soom 400, it was a new project or some routine 


WORK eet ee. task we had performed hundreds of 
Milwaukee, times, we could count on him to say, 
PAYROLL Wisconsin “We must give the matter some 


CALCULATING thought.” 

“Perhaps we should put the pros and 
cons down on paper in opposite col- 
umns,” he would say, “to get a truer pie- 
ture of the situation.” 


The Nation’s Largest It has been several years since I 
Last Temporary Help Service worked under his supervision but when 
I am confronted with a new situation 


manpower, inc. in or out of the office, or feel I may 


be growing stale on some routine work, 








We are not an em- 
ployment agency 








ALLENTOWN DENVER NEWARK «ROCHESTER (W. Y.) ; . Rep a aig ages 
sOsTON SETROIT NEW HAVEN ST. LOBIS I apply his advice and “give the matter 
BUFFALO DES MOINES NEW YORK SAN FRANCISCO some thought. 

CHICAGO KANSAS CITY OMAHA SEATTLE Cy: Phe 

CINCINNATI MILWAUKEE —-PAILADELPHIA TACOMA Still another administrator made me 
CLEVELAND = MINNEAPOLIS PITTSBURGH TOLEDO like to work under him by replying, 
COLUMBUS 7 ee 
when I would ask him something, “I 
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office production increases... 
WHEN YOU USE | 


The SURE-RITE Green Film i 
Stencil and the SURE-RITE (aeescaesen 


rs 4 
Viyre < iu ae, 
i Wee ys Be: 
3 BAI Pond 


and dry in seconds. For the name of your & 
Sure-Rite Dealer—and a FREE SAMPLE Cleaning 
—mail the coupon today! . 


999 S : | k Stencils save time 
pe ry n Because "Easy on the 

Your staff saves work, saves time, saves éyes" green raducaa sue 

d & Teduces eye 

money ... efficiency and production in- BS 

crease . . . when you use this new, finer fatigue..."e's" and "o's!" 

———— combination in your office. don'ts 

Ask your Sure-Rite Dealer to show you . cut out...proof- 

how to have duplicated forms printed reading is easy...type 


e] iminated 





The new Sure-Rite Eye-Eze Green Film Stencils are [7s “3 Snarp: and 
now Sr na at with the patent-pending Eye Tabs : Clean , 
that eliminate the messy glue, are much easier to j Eke 
correct, and are superior in every way. 





~like Printing,. 
with up to 15 ooo d 

. p : 15,009 Copies 
Pr On One ste 








neil! Stylus 







You save your custom- Bs =? Le) wg si 

ers time and money— z K is like Writi 
increase their office om. on pape ng 
ciency — when you se ag ‘ 
Sure- Rite duplicating and Sure ~Rite ™ 











supplies. Write today : ; | Gre én Pi 

and we'll tell you how - J 1lm Sten 

you | can make more he cils are 
money by keeping your a un i+3 

customers satisfied with “i i “d, COnditional ly 
Sure-Rite products, fit je 


# 





Guaranteed: 






DUPLICATING SUPPLIES <a, 
American Stencil Mfg. Co. ‘eo 


\ 
Denver 5, Colorado _ 


DEALERS EVERYWHERE 


AMERICAN STENCIL MFG. CO. 


Denver 5, Colorado 





Please rush my free sample of the new Sure-Rite Green Film Stencil and the 
name of my dealer. 


ee 


"In the Midwest, call your local Panama-Beaver Man—always a live wire." 


Far ond 


away the lead 
ing paper in the 
formal announce- 


men 


t groyp... 


excellent too for 
direct mail. 


ing 


., for Fine Paper 
at its Best! 





don’t know. It’s your responsibility.” 
He knew the answer but that was his 
way of telling me to be self-reliant. 


National Conference 
& Exhibit Calendar 


National Office Machine Dealers Assn., 
Chase-Park Plaza Hotel, St. Louis, 
June 20-23, 

National Assn. of Cost Accountants, 
Conrad Hilton Hotel, Chicago, June 
13-17. 

National Machine Accountants Assn., 
Statler Hotel, Cleveland, June 16-19. 

Assn. for Computing Machinery, Univer 
sity of Michigan, Ann Arbor, June 
23-25. 

American Management Assn., General 
Management, Statler Hotel, New York, 
June 21-22. 

United Business Education Assn., Stut- 
ler Hotel, New York, June 27-July 2. 

Nationai Secretaries Assn., Waldorf 
Astoria Hotel, New York, July 21-24. 


American Statistical Assn., Mount Royal 
Hotel, Montreal, Sept. 10-15, 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chieago 
Sept. 18-22 


National Business Forms Associates, 
Broadmoor Hotel, Colorado Springs, 
Colo., Sept. 25-29, 

Life Office Management Assn., Shoreham 
Hotel, Washington, D. C., Sept. 27-29. 

National Business Show, 6%th and 7\Ist 
Regiment Armories, New York, Sept. 
27-Oct. 1. 

Controllers Institute, Kdgewater Beach 
Hotel, Chicago, Oct. 10-13. 

National Institute of Governmental Pur- 
Chasing, Statler Hotel, New York, 
Oct. 10-13. 

American Bankers Assn., Atlantie City, 
N. J., Oct. 17-20. 

National Assn. of Bank Auditors & Con- 
trollers, Fairmont Hotel, San Fran 
cisco, Oct. 17-21. 

Systems & Procedures Assn. of America, 
Commodore Hotel, New York, Oct. 
95-27 
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W! Just 15 seconds from 
original to perfect copy! 


“SY 


Thermo-Fax does it without chemi- 
cals, special masters, or negatives! 


Copies any black and white original 
up to 8% x 14 inches! 


LVL 


NEW! Thermo-F ax Sheets in colors; 
neutral, green, pink, and yellow... 
let you key copies for departmental 
identification! 


Mail coupon for information 
or FREE demonstration ! 


MINNESOTA MINING AND MFG. CO. (0-64) 
St. Paul 6, Minn. 


[_] Please send me complete information: about 
Thermo-Fax. 


[_] Please arrange a free demonstration of the 
Thermo-Fax process without obligation or cost to me. 
NAME 
COMPANY 
ADDRESS 














en ee 


iach heen eee eed eln ie neneeehemeeenl dial ineetdnanitadea neciiiaminmhtecidiaadial 
The term ‘“‘Thermo-Fax”’ is a registered trademark of Minnesota Mining and Manufacturing 
Company, St. Paul 6, Minn. General Export: 122 E. 42nd St., New York 17, N.Y. In Canada; 
London, Ontario, Canada. 
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COPIER FOR OFFSET MASTERS 

Haloid Co., 54-6X Haloid St., Roches- 
ter 3, N. Y., makes the Tone Tray for 
use with Xerox Lith-Master 
equipment to reproduce a few 


copying 
or thou 
sands of copies of catalog sheets, price 
lists, bulletins, advertisements, magazine 
articles and similar subjects more quick- 
ly and economically. The equipment con- 
three 
fuser. 


units: camera, 
Lith-Master 


sists of 


and 


processor 


Xerox Camera 


No. 1 permits size-to-size copying up to 


8144” x 13” of material with 
both any kind of 
offset paper master. It is used in com- 
bination with Xerox Processor Model X. 
Processor charges, processes and cleans 
Xerox Lith-Master Plates. The image on 
the plate 


copy on 


sides on paper or 


exposed in the camera, is 
transferred onto an offset 
in this unit. After transfer, the 
is placed in the fuser for a few seconds 
and the permanent for 
offset duplication. A compartment in the 
processor blank 
paper masters or plain paper for making 
pull-button ejects one 


paper master 
master 


image is made 


provides for storing 
single copies. A 
for instant use. Plate dispenser holds 6 
Xerox Plates at top in proper rotation. 


The Xerox Lith-Master Camera No. 4 


92 


reduction to 
and enlargement to 150% of orig- 
814" x 13” 


is optional equipment for 
50% 
inal size onto an 
plate. Copyboard holds copy up to 17” 
by 22”. A Xerox Plate be used 
hundreds of times before it 
The 


moved in an few 


copy 


may 
requires 
re-processing. latent image is re 
seconds in the proces- 


sor and is ready for re-use. 


ADDING MACHINE-PUNCH 

Friden Caleulating Machine Co., San 
Leandro, Calif., makes the Friden Add- 
Punch Machine, an adding-listing ma- 
chine tape mechanism 
using the 5-channel language. 
It prints the conventional adding ma- 
punches 
which 


with a punch 


common 
and simultaneously 


chine tape 


selected data in the code tape 


can be used for subsequent processing on 
other this 
window 


machine handling com- 


tape. A 


any 
mon language above 
the keyboard shows each item as it is 
indexed on the keyboard—before it is 
added, printed or punched, An error in 
key cor- 


numerical depression can be 
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rected immediately. When an error is 
detected after printing, 
Void key voids the incorrect data. 
Friden Add-Punch is 
months delivery, 


touching the 
The 
available on 4-6 


GRAPHOTYPE SOUND CONTROL 
Commercial St., 
Sof-Tone 
Graphotypes. 
for Automatic Graphotype ab- 
metallic pitch sound and re- 
duces remaining sound 70%. 
four One 
be opened to insert plates, change tape 
or see why machine stopped. All 


Gates Associates, 6 
Rochester 14, N. Y., 
Acoustical 
Cabinet 
sorbs all 


makes 
Cabinets for 


It has dou 


ble doors on sides, door can 


doors 





can be opened for servicing. 
Graphotype 


Keyboard 
90% of 


sharp metallic pitch and reduces remain- 


cabinet absorbs 


ing sound 85%. Two indirect angled, 


vibrationless fluorescents light copy and 
keyboard. Cabinet for Automatic Graph- 


otype is 52” and 66” 


Keyboard 


wide, 40” deep 
Cabinet for 
Graphotype is 46” wide, 2314” 


high outside. 


deep, 53” 
high outside. Illustrated literature from 


above address, 


MICROFILM SYSTEMS 
Pearl 


systems for 


Filmsort, Ine., Dept. O, 
N. Y., is marketing 
filing 16 mm 


River, 
their 
and 35 


mm microfilm 
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Diebold, 


Remington 


Recordak 


Ine. 


Ine., 
Rand 
Microfilm frames or strips can be com- 


through 
and 


Corp. 


distributors. 


bined with various types of present fil 
ing systems including machine processed 
Filmsort manufactures a 


records, com 
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plete line of microfilm viewers iu«cud- 
ing the Inspector portable desk model, 
the Reviewer and 


enlarger, and the Surveyor which has a 


combination viewer 


24” x 


documents 


36” sereen for reading large 


Full 


systems can be had 


and 
on Filmesort 
above address. 


plans, information 


from 


ELECTRONIC COMPUTER 
Mich., 


Electronic 
$30,000 


Detroit 32, 
E101 
sells in the 


Burroughs Corp., 
surroughs 


which 


makes the 
Computer 


price range. It is contained in a cabinet 
of normal desk size and can be operated 


by anyone without special training. The 


94 


E101 has an internal magnetic memory 
drum to instructions and inter- 
mediate results which are automatically 


store 


transferred to the computing mechanism 
or other components as desired. Two 12- 
numbers can be added in 2/1000- 
and the machine subtracts, 
multiplies and divides. Data are entered 
through a keyboard 
printed at speeds up to 24 


digit 

second also 
and answers are 
characters 
a second in 
lected size 
and shapes of forms with up to six car 


columns automatically se- 
by the machine on various 


bon copies. 


FULL-SIZE OFFSET ROLLER 

Allied Litho Supply Co., 212 Mission 
St., San Francisco 5, Calif., makes Super 
Oscillators for Multilith duplicators. De- 


signed to provide Multilith users with the 
finer printing results of a lithographic 
press, the Super Oscillator has a steel 
base with proportionate added weight to 
produce positive contact for better ink 
ing. Its circumference is over 13” for 
Models 1250 and 2066SD, and 17” for 
Models 1300 and 2066LD to completely 
This 


puts an equal amount of ink on the en 


ink a plate in a single revolution, 


tire printing surface although ink is fed 
to the form roller in a much thinner film. 
Ink lays smoothly on solids and reverses 
and adds sparkle and snap to halftones, 


More good copies can be obtained from 
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paper plates and greater control of waves 
on presensitized plates provides sharper 
copies without ragged edges. Scumming 
is eliminated, The Super-Oscillator comes 
with automatic self-lifting posts and is 
unconditionally guaranteed a year. Write 
above address for details of free trial. 


PORTABLE PHOTOCOPIER 
American Photocopy Equipment Co., 
1920 W. Peterson Ave., Chicago 26, IIL, 
makes the Apeco Private Eye Auto-Stat, 
a low cost, portable photocopier which 


can be easily carried and plugged into 
any electrical outlet. In 
leather carrying case it 
11” x 12” and weighs 24 
one unit produces a finished 


its zippered 
is only 17” x 
Ibs. The 
copy up to 
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Li” x 37* in 


new 


less 


than 45 The 
portable Apeeo Auto-Stat, employ 


seconds, 


ing the dry photocopying process of its 
larger companion unit, offers wide-spread 
application for uses where portability is 
an important Illustrated 
ture from above address, 


factor. litera 


FORMS APPLICATIONS 
Baltimore Salesbook Co., 3138 Fred 
erick Ave., Baltimore 29, Md., offers an 
interesting, free 26-page booklet 
shows how 


which 


some specifie forms were 
combined to 
the 


cedure 


save money. In each case, 
forms are illustrated 


deseribed. 


and the pro- 


AUTOMATIC MAILING MACHINE 
Inserting & Mailing Machine Co., Dept. 
OF, Phillipsburg, N. 
age Meter Model 
Machine’ which 


J., makes the Post- 
Inserting & 


gathers 


Mailing 
multiple en 


closures, inserts them into an envelope, 


seals it, prints postal indicia, counts and 
stacks 3,500 to 


mail an 


$500 finished pieces of 
with operation, It 
handles all types of mail ineluding first 
class in one continuous operation. It will 
take inserts of different thick- 
ness and its extremely error 
detector 


hour one 


size and 
accurate 
stops machine and flashes a 
light at the trouble point. This 


using inserting 


allows 


machine for items re 





Made 


either 


quiring matching envelopes. 
4, 6 or 8 
regular or ¢ 


from 


with 
the 
Literature 


insert stations in 


msole cabinet. 


above address. 


LETTERHEAD SAMPLES 
Rising Paper Co., 
offers a free folder 
Letterheads of the 


Mass., 
New 


are 


Housatonic, 
containing 


Season which 


NEW LETTERHEADS 


(oor 


samples of 


actual letter- 


and in 


outstanding 


heads in all printing processes 


one and more colors. 


OFFSET PLATE 
Polychrome Corp., 2 Ashburton Ave., 
Yonkers 2, N. Y., makes the Polykote 
Offset Plate, an 


Presensitized economi 





cal non-metallic plate that is dimension- 
ally stable and designed to provide ex- 
tremely fast exposure and development 
with maximum ease of handling by the 


96 


operator. This plate gives quality re- 
production of line work, halftones and 
solids for reruns. It 
maximum lee 
Polykote Plates 
dated lightproof and moisture- 
proof packages and have long shelf life. 
A trial order of 25 Polykote 10” x 1514” 
Plates for 1250 Multilith, or 25 10” x 16” 
for 221 Davidson, plus a pint bottle of 
Desentitizing 


and 
allows 


medium 
fast 


OV erexposure, 


runs 
burns in and 
way for 


come in 


Solution is $6.25 from 
above address, If dissatisfied with plates, 
they may be returned (solution may be 


kept) for a full refund. Free literature. 


CARTON ADDRESSER 


Sten-C-Labl, Inc., Dept. A, 
Snelling Ave., St. Paul 4, Minn., 
a Squeeze Feed applicator for addressing 


287 N. 
makes 
cartons. The user generally has his ear- 


ton 
the 


manufacturer print a label panel on 


earton when other carton printing 


is done, A Sten-C-Labl is prepared as 
a by-product of the writing of invoice 
or bill of The Sten-C-Labl is 


easily applied to cartons and produces 


lading. 


a sunproof and waterproof address which 
is acceptable to carriers. Illustrated fold 


er describing entire procedure is free 


from above address. 
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STEPS FOR SHELVING 
Narva Products, Ine., 70 East °45th 
St.. New York 17, N. Y., makes Step-N- 
Fetch which 
handle that 
shelving with a screwdriver. 


consist of a step and a 
attached to steel 


When in- 


can be 


stalled, one set provides access to over 


100 ft. of shelving without using a 











ladder. It is particularly useful where 
large numbers of which 
lifted with hand are 
high shelving and where ladders would 
impede or slow access to the shelves. 
One Step-N-Fetch set is $3.95, 10 to 49 
sets are $3.75 each, and 50 or more sets 
are $3.50 each. Illustrated literature from 
above 


items can be 


one stored on 


address. 


CASH REGISTER 

Vietor Adding Machine Co., 3900 N. 
Rockwell St., Chicago 18, Ill., makes the 
low-cost Model X-61 Victor MeCaskey 
Cash Register which registers up to 
$ and totals $9,9 It has an 
exempt key for non-taxable sales, a 
received-on-account key; non-adding list- 
ing keys for taxes and 


charge sales, 
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paid-out; and four clerk or department 
designating keys. When 
adding machine, tape figure breakdown 
business information. 
For example, on a charge sale, clerk in- 
dexes charge key, opens autographie win- 


used as an 


provides control 


dow and writes purchaser’s name. At 
end of day this and other types of in- 
formation is posted from tape to proper 
files. The X-61 lists at $184.50. The X-6 
with fewer control keys is $169.50. 


STORAGE FILE 
Bankers Box Co., 720 S. Dearborn St., 
Chicago 5, Ill., makes Staxonsteel trans- 
fer files with rugged steel framework to 


carry entire weight load at four points 
stacked to 
Made of 


and allow the files to be 


the ceiling to save = space. 
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with a 
styled 


economy corrugated fiberboard 
handle, 


which is 


rustproof, die-cast 
by feinecke & 


securely attached to the Masonite front 


Zine 
Associates, 


panel. The recessed, easy-to-grasp handle 
identification 


serves as a drawer pull, 


card holder and a means of assembling 
the panels. It enhances the file’s appear 
ance, as well. Files are finished in fade 


proof Bankers Gray with silver color 
metal. Write for literature showing sizes 
and prices, 


COPYHOLDER 
Roll-A-Line, 
Admiral Place, 
the Roll-A-Line 
automatie spacing, synchronized with the 


Ine., 40X HOG], 6114 E. 
Tulsa 16, Okla., 
Copyholder 


makes 
which has 
typewriter carriage return for positive 
ratchet controlled one, two, or three line 


spacing. Feather-light manual spacing is 





operated like another key on the 
width 


ane 
guide 


type 


writer. Accommodates any copy 


by merely extending paper and 


reading line underscorer. Collapsible, 
when out of use, Roll-A-Line is neat and 
practical and does the work of several 


different Roll-Ay 


Line is offered in anv of the new non 


copyholders ot SIZES, 


reflective colors. Literature from the 


above address. 
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OFFSET PLATE SERVICE 

Plate-O-Lith Co., 116 East 27th St., 
New York 16, N. Y., specializes in pre- 
paring offset plates for Multilith, 
Webendorfer Harris du- 
plicators and presses in all sizes up to 
2a 6X «(34" 
and ship plates anywhere in the country. 
In New York, they provide pick-up and 


delivery Plates are 


Davidson, and 


They give 8-24 hour service 


service, guaranteed 
for long runs and superior reproduction 


of halftones and sereened tones. Spread 


positives, closely registered color plates, 


inks 


demon 


line negatives and flats as well as 
and supplies are available. To 
their work, they 


offer a proportional slide rule, for figur 


strate the quality of 


ing reduction and enlargement, free with 
each initial order. Full information from 


above address. 


TYPEWRITER PAPERS 
Millers Falls Paper Co., Dept. H-6, 
Millers Falls, Mass., published a 
broadside showing their moderized pack- 


have 


SIME FHP ERS MADE FINED + 


aging of typewriter papers including 
Deerfield and Millers Falls 


Bonds and Gibraltar, Fleetway, Ezerase 


Kizerase, Old 
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no leaks 


The BDC mimeograph uses a thin film of heavy paste ink that does 
not and cannot leak. Yet perfect ink distribution is assured over the 
entire printing area by the same kind of oscillating ink roller used on 
a printing press. Copies are so sharp, clean and evenly inked they are 
often described as printing press quality. Because the ink can't leak 
the BDC is always clean—but better yet, so is the user! You'll want 
the whole story on the BDC mimeograph—how it operates without a 
drum, without a messy ink pad, gives you a 3 minute color change, 
raises or lowers copy with a knob. Write for complete information. 
Bohn Duplicator Corporation, 444 Fourth Ave., New York 16, N. Y. 


REX-ROTARY 








WITH FACIT! 


With Facit—the world-famous fully auto- 
matic calculater, made of the best Swedish 
steel — you can calculate 5 to 10 times 
faster than by ordinary methods. Anyone 


Calculate with one hand oe 
Write with the other. can calculate anything, thanks to Facit’s 


simplified easy - to- learn 10-key system. 


Touch-operate with one hand, and check 
with the other. A Facit very soon pays 
for itself because it’s the least expensive 
machine in its class. Save money and 
energy—calculate with a Facit. 


World’s most exported calculator 


PACIT CALCULATOR 


FACIT INC. 


500 Fifth Ave., New York 36, N. Y. © 114 Sansome St., San Francisco 4, Calif. 
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and Millers Falls Onionskins and Opaque 
Parchment. Sizes, weights and colors of 
boxed listed, A of the 
free from above address. 


items are copy 


hroadside is 


TABULATING EQUIPMENT 

Metal Products, Ine., 724 8. 
Ave., Mount Vernon, N. Y.., 
offers their new 50-page catalog of tab- 
ulating card accessories which includes 


Monarch 
Columbia 


many new items not previously available 
and items. Among the 
items are the Adapt-A-Tub _ file 
Ad-Just-O Racks. Write 


dress for a free copy of this catalog. 


redesigned new 
line 


and above ad- 


CASH REGISTER 
Regna Cash Registers, Inec., 175 Fifth 
Ave., New York 10, N. Y., announces the 
Regna DeLuxe Cash Register with dou- 
ble-view window which shows both clerk 
and customer each item and total regis- 
The 


nates the ‘‘barrier’’ 


height elimi 
between clerk and 


customer; allows clerk to hand customer 


tered. machine’s low 


his change over the machine and 
amount paid, A 
allows a supervisor to 


next 
to registered special 
window ensily 
check the last six or 
entered. A 
traffic. 
a double cash receipt if desired. Push- 
button keyboard has fully automatie 
correction key, nine department or clerk 


seven amounts 


customer-counter indieates 


Double ribbon mechanism prints 
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designations, 7-column totaling capacity, 
keys for paid-out, R/A 
(printed on tape). Totals and sub-totals 


credit and 


are locked in with owner’s key. Can be 
Models for 
manual or universal electric operation. 
Literature 


used as an adding machine. 
from above address. 


FRONT-FEEDING STENCIL 

Duplicator Corp., Dept 26, 
50 MeLean Yonkers 5, N. Y., 
makes an upside-down 
in Vari-Typers. This 


Gestetner 
Ave., 
stencil for use 
stencil can be 


head first in a front feed 
Vari-Typer because the guide marks are 


positioned 


upside down for greater convenience and 
accuracy. Otherwise the stencil is han 


dled in the conventional manner. 








BORROUGHS 
“Desk-Hi’ Cabinets 


There’s a ‘’Desk-Hi” to fit your taste and fit your 

purse. It’s the most practical office item to hit town in 

many a day. Handy as the telephone..in fact, it 

makes an ideal combination cabinet and telephone 

stand. 29” high—38” wide outside—available in two 

depths, 12’ and 18”...and the sliding shelf is ad- 

il, justable without bolting. It’s no wonder Borroughs 

aa products are becoming the best companions an office 
ever had. May we send you our catalogue? 


without doors 





with glass sliding doors 


BORROUGHS MANUFACTURING COM 


k F THE AMERICAN METAL PROT 1 OMPANY OF DETROIT 


3002 NORTH BURDICK alii KALAMAZOO, MICHIGAN 
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BUS-TRUCK DAILY LOG 
Nebraska Salesbook Co., P. O. Box 
631, Lineoln, Nebr., makes Kopy-Rite 
Driver’s Daily Log Books for trucking 
and bus 


companies. Contains 


numbered 
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BMC 59 forms with a 
which immediately indicates to driver 
and dispatcher the correct number of 
hours that driver can work the following 


Summary space 


day. 


This saves time and office computa- 
tion. 


For 6 or 7-day week (60 or 70 
book has 31 duplicate 
forms with easy-to-follow 
for driver. Optional 
reverse of original 
white, duplicate is 
is furnished. 


hours), sets of 
instructions 
report on 
Original is 
canary and carbon 
Company name may be 
printed on forms and outside cover with 
any desired inside cover, on 
for books. Litera- 
with from above ad- 


vehicle 
form. 


copy on 
1000 or 
sample 


orders more 


ture form 


dress. 


CASH REGISTER 

National Cash Register Co., Dayton 9, 
Ohio, makes the 51 Cash Register which 
has no lever nor bar. [It operates 
instantly at a light touch of any of the 
department keys. As a department key 
is depressed, adds into a total 
for that department, adds into the cus- 
tomer’s receipt total, adds into an over 
all sales total, prints on the sales record 
inside the machine and on the customer’s 


motor 


amount 





MULTILITH -DAVIDSON 
Web-Harris, up to 22x34 


platemaking 


8-24 hr. New York pick-up sdiiaeak 

service; Speedy Nationwide Service. | 

e Long Run Plates 

© Superior Halftones, Bendays, 
Spread Positives, Close Color 
Registration 

@ Line Negatives and Flats 

e Inks & Supplies 


One of the Largest Multilith- incdliteen ; 
Platemakers in the U.S. 


PLATE-O-LITH CO. 


MU 6-6310 
116 E. 27th St., N.Y.C. 16, N.Y. 





Make it a RULE to call PLATE-O-LITH 


A Valuable Proportional 
Slide Rule For Figuring 
Reductions and Enlarge- 
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oe ee 
STABILIZER 


A stabl. typing platform lessens fatigue. 
This means fewer errors, better typing 
alignment; and both the machine and 
the desk last longer. 


Check these features: 


@ Automatic self-locking mechanism, no 
jamming. 

. Adjustable to any height from 17" to 
2 


Positive support of over 200 ibs., no 
slipping. 

All metal construction, smooth no-snag 
finish. 

Instantly installed or released. 
Telescopes to fit any desk drawer. 
Will not mar desk or floor. 


Pays for itself in a day by reducing typing 
errors, erasing and retyping 
Order today and let your typists decide 


if it isn't just what they need to produce 
better looking, more accurate typing. 


FOB Ios Angeles 


RETAILS 


Presio-ling Ore 


CORPORATION OF 


2339 Cotner Ave., Los Angeles 64, Calif. 


Dealer Inquiries Invited 








receipt, adds ‘‘one’’ into an item counter 
for that department, and identifies both 
salesclerk and department on the sales 
record — all at the same time. The 
indication of sale appears above the reg- 
ister, beamed in a new eye-angle at both 
customer and salesclerk. After purchases 
are itemized, total is printed on the cus- 
tomer’s receipt by touching a cash total 
key. In listing a customer’s purchases, 
item counter for any department adds 
‘fone’’ the first time it is touched, but 


not again for that same customer. Reg- 
ister shows how many people made a 
purchase in each department, not how 
many items were sold. Dividing this fig- 
ure into the indicated dollar sales total 
for that department gives the average 
sale and shows up a slow department. 
This multi-total register has extremely 
quiet, single-cycle operation for faster 
recording with less wear on parts. Res- 
ervoir re-inking mechanism, automatic 
detail strip spacing equalizer, easy date 
setting and individual lock control are 
among its features, 


MANIFOLD CARBON TYPING 


Interchemical Corp., Ault & Wiborg 
Carbon & Ribbon Div., 417 E. 7th St., 
Cincinnati 1, Ohio, offers a free 12-page 
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KILL 


OFFICE MACHINE 





FOR ALL NOISY 
OFFICE MACHINES 


The waste productivity of uncontrolled noise costs business 
millions daily. Now you can control noise at its source with Sof'Tone. 
The Sof'Tone Acoustinets absorb all annoying metallic vibration pitch 
and reduce the volume of remaining sound 50% 


The Sof'Tone unit contains its own indirect lighting over the 
entire work area. Sof'Tone lessens nervous strain, reduces errors. 
Comfortable offices mean better working conditions and increasd 
production. 


©1954 Results guaranteed—Or You Do Not Pay! 


Write today for details. Give machines, 
makes, models you use and measurements. 


\¢ 6 COMMERCIAL ST., ROCHESTER 14, N.Y. 
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humorous booklet, 
Wolf and Red Writing 
their hood for 
handling of 


‘*Miss Miggins, the 
Hood,’’ to de- 
scribe eliminating the 
manifold 
write for the 


loose earbons in 


typing. Those who free 
booklet can 
the Red Writing Hood for typing ecar- 


bon copies. 


also obtain free sets of 


TAPE-CARD CONVERTERS 
Remington Rand Ine., 315 Fourth Ave., 
New York 10, N. Y., makes 
Rand Card-to-Tape and 


temington 
Tape-to-Card 
Converters for the automatic transfer of 


data trom punched cards into perforated 
The sys- 
fem is particularly suited to an operation 


tape and from tape into cards. 


that requires a constant exchange of ac- 
counting distant 
The storage of inactive punched- 
card data on tape multiples file capacity 
by 500% and allows quick and accurate 
reproduction of needed, For 
special addressing, name and address can 
be typed directly on a tabulating card 
with heetograph ribbon, the tape being 
created 


information between 


points, 


cards as 


Cards can be 
fed in the same sequence as the tape for 


simultaneously. 


This S-103 Mailing Scale does its job quickly 
and efficiently, making modest postage savings 
every day that add up to a surprising total in a 
year. A truly precision scale, it never exaggerates 
letter weights, wasting your postage. Never lets 
your mail go out with insufficient postage, 
causing annoyance, creating ill will with “Postage 
Dues.” Its automatic pendulum mechanism is 
extremely accurate, fast-acting. The hairline 
indicator registers instantly, exactly. The large, 
wide-spaced markings are easy to see, save time 
in mailing ... Ask for a demonstration of PB’s 
full line of mailing scales. Special models for 
parcel post. Or send for a free illustrated booklet. 


FREE: Handy chart of Postal Rates 
with parcel post map and zone finder. 


= PITNEY-BOWES 
Mailing Scales 


* PITNEY-BOWES, INC. 
3480 PacificSt.,Stamford,Conn. 


Originators of the postage meter 
«+ Offices in 93 cities 
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automatic of and 
dresses in the with perfect 
ment. The Tape-to-Card 
punches complete 90-column 
matically 


yunching names 
_ 


cards agree- 
Converter 
ecards auto 
from perforated tape at 420 
characters per minute. Machine be 
used manual key 
punch. The Card-to-Tape Converter per- 
forates complete tap automatically from 
at 900 characters per 
and skips card fields not to be 
Machine automatically 
into the tape 
other equipment as required. 
TM-841 from above 


may 
independently 


as 


a 


90-column ecards 
minute 
sensed, inserts 
controls for operation of 
Free folder 


address. 


PORTABLE TYPEWRITER 
Co., 310 
Pasadena 1, Calif., 
Portable Type- 
9 Ibs. 
Made 
on a 
It has standard 
keyboard; 


and double line 


S. 


dis 


Commercial Commodities 
Arroyo Parkway, 
tributes the 
writer which weighs 
ures 12” x 11%” x 3”. 
the carriage operates 
rail to eliminate all play. 
platen, 84-character 
and 1, 1% 


Traveler 
and meas 
in Holland, 
solid steel 
size vari 


able spacing; 


silent 
Uses a 


magnesium 
return, 


one-piece alloy frame, 
fast escapement. 
regular, American ribbon and spool. Im- 
perial type pica or elite. One-year 
guarantee with all parts stocked in U. 8 
Parts list and manual to 
dealers. 12 more, 
Retails carrying 
plus literature 


carriage 
in 
service free 
paid 

with 
llust rated 
address. 


Freight 
at 
tax. 


on or 


from 
above 
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case, 


ad- | 


* Americar? 


Laila 


WE "BUILD-IN" 
QUALITY AND RESULTS 


Now « e ° 


“EAZY-READ”’ 
MULTIPLE FORMS 


The ''Eazy-Read'' Multiple Form is 
another QUALITY development by 
American Lithofold expressly de- 
signed to INCREASE your record- 
keeping efficiency and lower operat- 
ing costs. The combination of our 
exclusive '407" paper plus special 
Carbon Paper, produces amazing 
LEGIBILITY . . . even in sets of 12 


or more parts. 


PROVED more 
style forms . 
very last copy. 


readable than old- 
. right down to the 


AVAILABLE EXCLUSIVELY IN 


LITHOSTRIP 


CONTINUOUS, MARGINALLY- 
PUNCHED, CARBON-LEAVED 
TABULATING FORMS 


TEST THEM YOURSELF. 








. Write 
today for FREE SAMPLES. 





AMERICAN LITHOFOLD 


Corporation 


500 BITTNER ST. ST. LOUIS 15, MO. 








The most wonderful 
thing you could do 
for a wonderful 
secretary! 





Make your own 
Letterex test! 


MANIFOLD cA 


So you can 
really TRY ITt— 


WRITE FOR 
Prices and Samples | 
TODAY 


The LETTEREX CORPORATION 
1640 Connecticut Avenue 
Washington 9, D.C. 


OFFSET DUPLICATOR 

Miehle Printing Press & Mfg. Co., 
Chicago 8, Ill., makes the Miehle No. 
17 Lithoprint, a preoision offset press 
featuring the Miehle-Fount which elimi- 
nates dampening rollers. A special solu- 
tion is fed to the inking system and 
the ink rollers simultaneously supply 
ink and moisture to the plate in cor- 
rect proportions. This simplifies opera- 
tion and makes moisture control auto- 
matic. Plate remains clean throughout 


run. Plates are easily attached and a 
dial adjusts pressure between blanket 
and impression cylinders for any sheet 
thickness. Piled sheets are separated by 
an air blast and advanced by rubber 
suckers, Push-type guides operate from 
either side and extremely accurate front 
guides move a final 44” backward after 
a sheet is side-guided. Sheets are easily 
swung to register with the plate and 
detectors trip the cylinder if a sheet 
does not reach the guides evenly or 
at the right time. Fountain holds ample 
ink supply and is easily removed for 
cleaning. Entire fountain and roller as 
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ABOVE This 3 million dollar High School at Birmin - 
ham, Mich., equipped with Worden Blonde Oak Finish, 
over-hang top teachers’ desks, as illustrated at right. 
Here is an example of giving the teacher a desk 
indicative of her importance and comparable with sur- 
roundings, instead of the usual unattractive and ineffi- 
cient desk. 

Installation by our Dealer—Pipsan Saarinen Swanson 
Interiors, Bloomfield Hills, Mich. 

When asking for bids, insist on Worden Desks now in 
use in hundreds of schoo Is. 


THE WORDEN COMPANY, HOLLAND, MICH. 





One of the 
Many Schools 


| to Choose 


§ WORDEN 
= TEACHERS’ 
DESKS 











® TYPE CLEANER 


Stationers write: 
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NOW! 


Quickly, Easily, Effectively Destroy confi- 
dential papers, records in your own office! 


NEW  Banthi m 10 


portable shredding machine atau especially 
for office use! Quiet, compact, streamlined! 


Never before an office shredding 
machine combining the speed and 
economy of the new SHRED- 
MASTER BANTAM 10. Anyone can 
operate it. No fuss, no trouble! 
Greater cutting width, speed, 
capacity, and power than ever 
before! Safety throat! Smart func- 
tional design, about size and 
weight of business typewriter. 
Priced well within the budget of 
all businesses - large or small. 


YOUR PAPERS 
GO IN HERE 


UNREADABLE 
SHREDS COME 
OUT HERE 


.tt- SHREDMASTER 


Ge 


PS UVTE ter vt 


A Division of Self Winding Clock Company, inc 


203 Willoughby Avenue 
Brooklyn 5, N. Y. 








sembly tips back for washing every ink 
ing roller. Easily set for any size sheet 
from 4%” x 6%” to 14” x 20”. Prints 
up to 5000 takes 3/5” 
Illus 


above address. 


sheets an hour; 


oe ie fad 
trated literature 


floorspace; % hp motor. 


from 


PROPORTION COMPUTER 


Robertson Photo-Mechanix, Ine., 
Elston Ave., Chicago 18, IIL, 
the Robertson 
for all types of 
Percent-eze is 9” in 
handy 


3069 
announces 
caleulator 
The 
rugged, 
Numerals 
all calibrations 


Percent-eze, a 
proportioning work. 
diameter, 
to read. 


to use and easy 


are large and legible, and 


are clearly marked. 
printed on the face. 
comes complete with 


Instructions are 
The Percent-eze 
a durable leather 
that has provision for conven 
hanging. Calibrations are 
engineered for accuracy. The 
Vinylite plastie is fully 
long life. The 
Calculator is $10 with case. 


ette case 
ient precision 
extreme 
heavy Jamin- 


ated to assure Percent-eze 


VERTICAL CONVEYORS 

1, N. Y., offers 

describing the 

vertical conveyors 

books and periodicals and file 

office 
equipment in 
and 


Lamson Corp., Syracuse 


booklet 


automatic 


a free 12-page 
features of 
for mail, 
records in multi-story 
this 


buildings 


buildings. 
Photographs show 
a variety of drawings 
illustrate the automatic operation, space 
requirement and safety features. 
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Business growth is a healthy thing, but 
sometimes increased sales and additions to 
staff bring on paper-work problems. It 
takes a good efficient system to handle 
increased workload smoothly. Otherwise 
there are errors, oversights, misunderstand- 
ings... resulting in delays, broken sched- 
ules, complaints. The Moore man—an 
‘employee’ not on the payroll —is often able 
to bring a fresh viewpoint, and a solution, 
to systems men who are working out prob- 
lems, and who may be too close to them. . . . 


The Case of TOO MANY TYPINGS 


12-part 
Moore 
Speediset 
with Bound-in 


sets and carbon 
stripping 


Previous System: A steel castings company 
normally got equipment and supply quotations 
from 3 Vendors, and made out 3 sets of Quote 
forms in duplicate, 1 set for each. These 3 
typings were raised to 4 by a Purchase Order 
that had to be prepared. Extra work was a 
steady diet, and the system lacked control 
over inquiries and progress made with them, 


The System: A 12-part Moore Speediset con- 
solidates typing for both Inquiry and Purchase 
Order, with 7 parts covering Inquiry and 5 
Purchase. Purchase parts as follows: #1 Pur- 
chase Order, #2 Follow-up, #3 Accounting, 
#4 Inventory, #5 Receiving. Inquiry parts 
follow in this order: #6 List of Vendors, #7 
and #8 Inquiry to first Vendor, #9 and #10 
Inquiry to second Vendor, #11 and #12 for 
third Vendor. 


At the start, Vendor names are typed one 
after another on the Speediset, but strip car- 
bon is so arranged that only his own name 
appears on the Inquiry sent to each Vendor. 
The list of materials types through on all 
copies. The 3 Vendor sets (parts #7 through 
#12) are detached and mailed in window 
envelopes, two copies to a Vendor allowing 
duplicate for his file. The Purchase group 
stays in an IN PROCEssS file. When the order is 
placed, the Vendor chosen is typed on the 
Purchase section of the Speediset, which al- 
ready contains full information on the order. 
Parts are distributed, 


Savings and Gains: 4 writings have been 
reduced to 1, with saving in man-hours. 
Transcription errors are avoided and, with 
them, later differences or misunderstandings. 
The new, smooth system makes control easy 
of both Inquiry and Purchase operations. 


‘is company with a weak system is at a 
great competitive disadvantage, especially 
with costs getting more and more crucial. 
The Moore man, acting as an ‘employee’ 
not on the payroll, may be able to offer 
valuable and practical suggestions. Ask the 


Moore Company to send you samples of 
improvements in operations you're inter- 
ested in. Write Moore Business Forms, Inc., 
Niagara Falls, N. Y., Denton, Texas or 
Emeryville, Calif. 





RULER plates of a parallelogram, hexagon; right 
C-Thru Ruler Co.. 839 Windsor St angle, equilateral and isosceles triangles; 
’y od § Ot., ~ ‘ ° : a . 
Hartford, Conn., makes the multipurpose ‘°""' le, square and rectangle. 
12” ©-Thru A-1 Ruler of transparent RTER 
plastic packed three-dozen to a carton in so s 
; Associated Industrial Designers, P. O. 
Prrrrerrerseneyrononeperweonpenaegerr-nnwenennener-eremmengommprerrmmmeom Box 12652, Los Angeles 39, Calif., makes 


¥ 


AAERADRERRRKEER TE promos Sort-O-Files with 100, 150, 200 and 300 

dividers and in 4” x 634” ecard and 4” x 
assorted colors. Calibrated in sixteenth 10%” letter sizes. The 100 and 150 have 
inches and in centimeters with bevelled two trays, the 200 and 300 have four 
edges for pen ruling. Designed to fit ‘*@Y*- Trays are mounted on a Dinolite 
a 2 or 3 ring binder, it has cutout tem- plastic base finished in gray plaid. The 


100 division sorter has sub-divided al- 
CAVE ON OFFICE SUPPLIES 
A Procurement Pian 


to fit the needs of 
every Purchasing 
Agent—from the very 
largest to the smallest 
firm. 











Tuos. J Morans Sons 


Seven Fourteen Girod Street 
New Orleans 12, La. 











Please send me a copy of your 
free, illustrated catalog. . ; ‘i 
phabetical index and a 00-99 numerical 


index. All other models have special 
indexes to suit customer’s needs. Sort- 
Address O-Files are lightweight and dividers 
expand automatically with a flip of the 
follower. Dividers have  two-position 
index label holders with acetate win- 


Name of individual 
Name of Firm 


6 es ee oS ee ee eo ee ee 


ROLL-A-LINE 


The Aristocrat of Copyholders 


EXCLUSIVE FEATURES—Automatic Spacing, 
Co-extensive Underscored Reading Line, 
Collapsible. One Year’s Guarantee. 


Dealers inquiry invited. Manufactured by: 


P. O. Box 5061 
R LL-A-LINE, ING. 6114 East Admiral PI. 


Tulsa 16, Okiahoma 
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THE NEW 
POLYCHROME 


4 
® 


POLYKOTE 


PRE-SENSITIZED OFFSET PLATE 


Looxine for a really easy to process, easy 
fo run offset plate? Then, mail the coupon 
at right and try the new Polychrome Poly- 
kote Plate. This is a non-metallic plate — 
with excellent di I stability—which 
you will like for (1) its fast burn in, (2) the 
leeway it allows in over-exposure, (3) the 
ease with which you obtain quality repro- 
duction, and (4) the visible image which 
oppears upon exposure and before desen- 
sitizing. This economical plate does all your 
medium-run jobs including those which re- 
quire fine halftones and solids. See price in 
coupon; larger sizes proportionately priced. 
The reasons for the excellent results ob- 
tained with this plate are a newly devel- 
oped coating plus advanced and closely 
controlled manufacturing techniques (pat- 
ents applied for). Use coupon at right to 
try this plate. 


POLYCHROME CORPORATION 


Manufacturers of Duplicating Supplies : 
Mimeograph » Spirit + Offset 
2 Ashburton Ave., Yonkers 2,N.Y. > 


USE COUPON TO TRY THESE PLATES, DESEN- 
SITIZER FREE! REFUND IF NOT SATISFIED 
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Pat. Pending 


DESENSITIZE IT 


3) WASH IT 





Polychrome Corporation, 2 Ashburton Ave., Yonkers 2,N.Y. | 
Enclosed find $__ __. for which please send me 
the Polykote Plates indicated below. You are to send me 
free a pint bottle of Desensitizing Solution (which other- 
wise sells for $1.50). If | am dissatisfied with the plates 
for any reason, | may keep the Desensitizing Solution, 
return the unused plates, and receive a full refund. 


| Package of 25 Poly- m Package of 25 Poly- 
kote Plates, size 10’ kote Plates, size 10’ 
x 151%’, for 1250 Mul- x 16”, for 221 David- 
tilith, $6.25 son, $6.25 


ee P 
Please Print 


PN discs 


Address___ 





TRY “al 


TYPE CLEANER 


fe! 


Send for Free Star Type Cleaner NOW! 
Write today on business letterhead! 


simpler! safer! 


Cleans dirt, ink, grime from: 


@ typewriter type 
(before and after 
cutting stencils) 

@ cylinders 

@ office machines 

®@ addressing 
machines 

@ time stamps tL 

@ feed rolls 


Use this 

handy plastic 

box later for spare 
paper clips, stamps, efc. 


No dangerous fumes! No mess or bother! 
Simply press Star Type Cleaner on part to 
be cleaned ... dirt comes away with itl 


Clean equipment is easier to use... gives 
better results... lasts longer. See your sta- 
tioner now. 


EBERWARD FABER 


37 GREENPOINT AVE. + BROOKLYN, N. Y. 
NEW YORK * TORONTO 
TRADEMARKS REG. U. S. PAT. OFF. 


114 


| dows. insert and 
quickly  re- 
moved from or inserted in trays. Same 
| spacing at top and bottom of dividers 
aids finger grip. Adjustable leg allows 
using sorter in inclined position, on lap 
or flat on desk; and it is conveniently 
| stored. Literature and prices from above 


address, 


Tabs asy to 
Dividers can be 


are e 


change. 


MARKING MACHINE 


Ajax Time Stamp Co., 368 Broadway, 
New York 13, N. Y., announces the Quick- 
Set Jr., a manually operated machine 
which will print anywhere on an 814” 
x 11” sheet. It can make 8 to 12 carbon 
copies the of 


marking wheels makes it 


and ease 


changing its 
flexible for a 
Wheels be 


great many uses, can set 








instantly to 
| tion by means of outside levers. Machine 
ribbon feed to 
and ean be 
furnished with upper or lower die plates 
or both, changeable work roll or quickly 
interchangeable engraved with 
signatures or other reading matter. It 
is also cheaper than the electric model 
introduced a vear ago. Full information 


an entirely new combina- 


has one-way automatic 


insure clean impressions 


slides 


on this and other timing, dating and/or 


numbering equipment can be had from 


above address, 
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4 P Here’s an all-new tape that does a 
Wont shrink. near-invisible mending job on documents, 
** — pooks, office records. It’s ideal for taping 

No 4 clo od, riders and endorsements on policies and 
Ol t hf nes valuable papers...completely shrinkproof, 

it stays crystal clear, won’t ooze adhesive 


Won é 0022 / pore dg you can write on it with pencil 


Your office supplier has “Scotch” 810 Permanent Mending Tape in handy 
1296-inch rolls. See him today for a supply of this wonder-working tape ! 


REG U.S. PAT. OFF 


CONC 


BRAND 
Permanent Mending Tape 


The term “‘Scotch”’ and the plaid design are registered trademarks for the more than 300 pressure- 
sensitive adhesive tapes made in U.S.A. by Minnesota Mining and Manufacturing Co., St. Paul, 
Minn. —also makers of ‘‘Scotch’”’ Sound Recording Tape, ‘‘Underseal’”” Rubberized Coating, 
“Scotchlite” Reflective Sheeting, ‘‘Safety-Walk” Non-slip Surfacing, “3M” Abrasives, “3M” 
Adhesives. General Export: 122 E. 42nd St., New York 17, N, Y. In Canada: London, Ont., Can. 
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FAST! 


Yes—one unskilled 
worker gathers 
more than 3,500 
sheets an hour— 
without fatigue! 





Evans 


dit 





Guaranteed 


to produce quick- 
er and more ac- 
curate results 
than any other 
ip is 7; collating aid on 
ARVAWWALY V the market. 





GATHERING RACK with SPEEDY JOGGER 


@ Both Jogger and Racks are all alumi- 
num. Racks have 6, 12 or 18 sections, each 
holding 500 sheets at inclined angle. 


@ Jogger fits on end of any TU Rack 
as shown. As worker gathers sheets, sets 
are dropped criss-cross into Jogger. As 


@ Use two or more racks together for 
large assemblies. Non-skid rubber on bot- 
tom strips keeps rack firmly in place while 
in use. Racks collapse for setting aside. 


SHOWN: |2-section TU Rack with Jogger. 
Rack is $16.50—Jogger $10.00. 7 other 


Racks from $10.00 to $25.00, depending 
upon model and whether 6, 12 or 18 sec- 
tions to rack. 


hand is lifted forward to resume gather- 
ing, handle is tapped—and sheets jog into 
neat sets ready for removal. 


See Your Dealer or Write: Evans Specialty Co., Inc., 403 N. Munford St., Richmond 20, Va. 











GO PLACES with Waldon Robes Enonss 


Weldon Roberts Erasers Correct Mistakes In Any 
Language! KNOW SOUTH AFRICA for its places, 
people, commerce, industry! South African businesses 
have long appreciated and bought the erasers acknowl- 
edged as finest and used the world-over—Weldon 
Roberts Erasers that correct mistakes cleanly and 
quickly, 
Uniform, high quality Weldon Roberts Erasers correct 
mistakes in business machine writing and handwriting. 
Your dealer has the exact SIZES, TYPES and STYLES 
for your requirements. 

WELDON ROBERTS RUBBER CO. 

365 Sixth Avenue, Newark 7, N. J. 

World's Foremost Eraser Specialists 

GRAYPOINT ERASER 

Quality gray rubber core in wood pencil 
casing. Sharpens easily with a knife or j; 
pencil sharpener. No, 365 plain end; No. a 
3650 with special plastic WHISK brush cap. 
For erasing typewriting, carbon copies, pen- 
cil writing. 


Photo courtesy South 
African Tourist Corp., 
New York 


emer 
Enorsvu> 


Correct Mistakes in Any Language 


TO Gg Oe ee ee 
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MOISTENER 
A. C. Hummel Co., Cincinnati 13, Ohio, 
makes the Hummel-Brush Executive 
Moistener for sealing envelopes, and 
moistening stamps, labels and the finger- 
tips when handling money or papers. It 


has a black, rustproof body and chromium ge 
CAPACITIES UP TO 
2 LISTING 
13. TOTALING 


plated cover which snaps under the body 
requiring no prying to remove it. The 
moistening brush has a Water-Flo Back- 
bone to maintain uniform feed of water. 
The 3” moistening width handles most 
moistening jobs. Illustrated literature 
from above address. 











OFFSET IDEAS 
Columbia Ribbon & Carbon Mfg. Co., 
606 Herb Hill Road, Glen Cove, N. Y., 
offers a free Idea Folio containing a 


catalog of Colitho offset products and 
individual application idea sheets. These 
idea applications come from actual cus- 


FABBRICA ADDIZIONATRICE ITALIANA s « 


VIALE UMBRIA 36- MILANO -ITALY 
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reports showing numerous forms 
Colitho offset 


tomers 
applications of paper 


plates. 


FORMS DESIGN KIT 

Hammermill Paper Co., 1463 East Lake 
Road, Erie 6, Pa., offers practical ideas 
for more efficient and profitable use of 
business printing in the 1954 edition of 
the Working Kit of Hammermill Bond. 
It contains six types of letterhead de- 
signs, each printed so the basie idea can 
be used for various types of letterheads. 
The letterheads contain overprinted ex 
effective use of 


amples showing the 


matching envelopes and second sheets. 
Uses of four-page sales letters are ex 
Several examples of forms are 


outside 


plained. 
included and among 
forms such as an invoice and a 


these are 
contact 
purchase order. There is a show-how 
piece titled ‘‘Put It in Writing,’’ illus- 
trating 36 different reply 
forms, branch office and house memos, 


memos and 


department and inter-oftice forms, sales- 
men’s letters, memos and special instruc 





HAMMERMILL 





BOND 








tions, and check instruction memos. 
Forms for use in designing and ordering 
printed forms are ineluded, The en- 
tire kit is free from above address. 





STEP & HANDLE 


FOR REACHING HIGH PLACES 


srep\'\[FETEH 














ELIMINATES LADDERS ° 
FITS ALL STANDARD STEEL OR WOOD SHELVING 


STURDILY CONSTRUCTED 


Bolts onto Steel — Screws onto Wood 


for OFFICE or WAREHOUSE 


PREVENTS ACCIDENTS 


95 


PREPAID Liberal Quantity Discounts 


FREE TRIAL OFFER: Write, asking us to send you STEP N FETCH with 
the understanding you may return it without charge within ten days. 


NARVA PRODUCTS, 


INC. 


70 East 45th Street, New York 17,N. Y. MU. 5-2079 
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... Makes perfect copies in seconds! 


This newest development in photocopy machines can be operated 
easily by any girl in your office. 





simple — 


” ___ No matter how fine the detail, or what the colors, if you can see 
accurate it in the original you will see it in the photocopy. 

Produces exact, letter perfect copies—whether the original is 
single or double sided, in loose sheets, in newspapers, magazines 
or bound books. Photorapid's legally accepted copies are ready 
for instant use, eliminating costly retyping, hand copying and 
checking—or costly outside copying. With Photorapid you can 
make, from white or colored originals, in sizes up to 13" x 17", 
single side copies, double side (to reduce filing space), trans- 
parent copies, for use as masters with diazo or biueprints, tissue 
copies for air mail—all at an unbelievably low cost. 


versatile — 


fast —— inseconds your finished, perfect copy is ready. 


check Photorapid'’s unique and important advantages. A time and money 
"i saver to anyone who needs exact copies. Write today for details. 





OFFSET USERS! 


Photorapid Transparencies make ideal mas- ma 
ters for use with the new positive-working 
aluminum presensitized plates. From original 
t ffset in 6 minut less. Writ 
vl “as eee ee “e Dept. 06, 105 Chambers Street 


New York 7,N. Y. © BArclay 7-4150 











THe Orrice—June, 1954 119 





ATLAS HAS THEM ALL 
LARGE AND SMALL 


FILING SYSTEMS FOR OFFSET PLATES, 
NEGATIVES AND STENCILS 


ATLAS DELUXE MODELS 


Available in Three Widths 

A Deluxe — 13'' wide, 25'/s"' high, 26°' deep 
B Deluxe — 15°" wide, 25'/"' high, 26°" deep 
C Deluxe — 24"' wide, 25'%'' high, 26°' deep 
Constructed of heavy gauge steel with casters and 
lid with locking stop-arm. 

For offset plates, negatives, x-rays, stencils etc. A 
DeLuxe may be equipped with DSH Hangers for 
stencils, DGR Hangers for foreign heading stencils, 
PSC (spring clip) Hangers, SHA Hangers for ser- 
rated edge offset plates and Nega-Plate Hangers 
for offset plate and negative. 


The Deluxe is just one of a complete line 
of Vertical Filing Systems. Write for infor- 
mation on the complete line. 


) ATLAS }mrexcp 


FO8 STEWCHS. OFFSET PLATES 


ATLAS STENCIL FILES CORP. 
16716 WESTFIELD AVENUE 
CLEVELAND 10, OHIO 





TYPEWRITER INTERCOM 
American Automatic Typewriter Co., 
Dept. 55, 614 N. Carpenter St., Chicago 
22, Ill., makes the Cable-Typist system 
of typewriting communication. Electric 
typewriters are connected by double- 
strand wire and may be in different 


departments of a building or in differ- 
ent buiidings. Whatever is typed on the 
sending machine is simultaneously typed 
on any desired number or receiving type- 
writers. The typewriters can use forms 
attachments and any width carriage. 
Regular typists can operate the machines 
which can be used for ordinary typing 
when the Cable-Typist is switched off. 


COLLATING TRAYS 
Pierce Specialized Equipment Co., 350 
Peninsular Ave., San Mateo, Calif, 
makes Traymaster collating trays for 
which speeds of up to 6,000 hand 
gathered sheets an hour are claimed. 


Traymasters are aluminum trays that 
can be used individually or stacked to 
convenient heights and worked from a 
seated position on one or both sides 
of the operator. Their principle of paper 
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Wait till you see 


how bright and clean 
every copy looks 


when you use... 


HAMMERMILL'S 


| / 


NEW BLUE-WHITE DUPLICATING PAPERS 


for mimeographing and spirit duplicating 


Nothing looks whiter than blue-white! 
That’s why these new Hammermill 
duplicating papers are the brightest 
you’ve ever seen. They'll give you 
sharper, cleaner reproduction jobs. And 
their many other outstanding qualities 
assure better performance over your of- 
fice machines. 


Your printer can help you choose the 
right Hammermill duplicating paper to 
meet your needs. And he can also fur. 
nish colorful printed headings that win 
extra attention for your duplicated mes. 
sages. See him soon. Meantime, write 
for samples. Hammermill Paper Co., 
1463 East Lake Rd., Erie 6, Pa. 


HAMMERMILL MIMEO-BOND AND HAMMERMILL DUPLICATOR 


With its new blue-white look, HAMMERMILL MIMEO- 
BOND produces outstanding reproduction jobs. You get over 
5,000 clean, legible copies from a single stencil. New blue-white 
HAMMERMILL DUPLICATOR turns out brilliant copies on 
either spirit or gelatin-type machines. In addition to the new blue- 


white, both these papers come in 


a wide range of handsome colors. 


WHIPPET MIMEOGRAPH AND WHIPPET DUPLICATOR 


WHIPPET MIMEOGRAPH has a sparkling-new blue-white 
look, WHIPPET DUPLICATOR is a brand-new Hammermill 





PRINTED HEAD- 
INGS on reports, 
price lists, sales let- 
ters, charts, bulletins 
—whatever you repro- 
duce—add to appear- 
ance and utility. Ask 
your printer to show 
you. 
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paper, also in blue-white. Both 
are excellent values, with good 
looks and uniform quality un- 
usual at such low cost. 


YAMMERMIEg 


Duplicating 
Papers 








packaged arithmetic 


Olivetti offers a proved way to increased 
figure-work efficiency: “packaged arithme- 
tic,” provided by the Olivetti Fully Auto- 
matic Printing Calculator. Hand this all- 
purpose machine any problem in business 
arithmetic. It gives back to you all the 
details of the problem, plus the answer, 
neatly ‘‘packaged”’ on a printed tape. 

The only fully automatic printing calcu- 
lator, made by Europe’s largest manufac- 
turer of office machines, it automatically 
multiplies and divides, and is also a com- 
plete 10-key adding machine with direct 
subtraction. Versatility, speed and depend- 
ability make “packaged arithmetic” ideally 
suited to many business operations. More 
than 10,000 U.S. firms today use Olivetti, 
Fully Automatic Printing Calculators, sold 
and serviced by over 400 dealers. For in- 
formation, write Dept. AV. Olivetti Corpo- 
ration of America, 580 Fifth Avenue, New 


York 36, N. Y. 


olivetti 
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Separation makes it possible to quickly | 
and smoothly pick up one sheet at a Ne w/ SIMPLIFIED! APPROVED/ 
time, every time, from the stack. This 
method is said to allow even carbon KOPY RITE 
paper and tissue to be removed quickly i iba i 
and easily. Full information from above DRIVERS DAILY. 
address. i Kele ste) reo} 4 
FOLDING TRUCK 

Federal Cash Register Co., P. O. Box 
2265-K, Kansas City, Mo., manufactures 
a Self-Balancing folding shelf truck for 
transporting office machines. It is flex- 
ible for use either by office machine 





salesmen or as a portable vehicle for 
moving office machines within the office. 
Made in numerous models, the regular 
and heavy-duty are for average weight 
loads and heavy rugged service respec 
tively. These models are available with 


newest aids to 
office efficiency 


Handsets, executive type 
pair-phone systems, multi- 
station intercoms (up to 12 
stations). 


- WHEELER 


| SOUND POWERED 


Electric 
TELEPHONES 


Save time, save steps. Re- 
2-way electrical outlet for servicing or lieve overloaded switch- 
demonstrating machines by salesmen. II- boards. NO BATTERIES. 
lustrated is the Self-Balaneed two-wheel No outside power. Easily 
folding shelf truck which also serves installed. Write for full 
as a table to hold a machine on its details. 
padded 1814” x 19%” top. The = unit he 
collapses for convenient storage and fits 7 Ww M E € L E R 
into car trunk permitting one man to INSULATED WIRE CO., INC. 
Division of The Sperry Corp. 
1106 East Aurora Street 
Waterbury 20, Connecticut 


i sige alt 


handle heavy machines. Literature and 
prices on the different models available 


from above address. ewnssD 
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GO MODERN with 
NO CURL - NO SMUDGE 
Carbon 


bai 


It’s old-fashioned to use a fuzzy, hard-to- 
read carbon that taxes the boss’s eyes and 
patience. It’s old-fashioned to use a carbon 
that smears your fingers. 


Go modern with No CurL, N6 SMUDGE, 
the clean, sharp 
carbon which has 
excellent mani- 
folding power — 
plus an extension 
end that prevents 
the soiling of your 
fingers. Your 
Dealer will gladly 
give you test 
sheets—or write 
direct to us. 





Ws 


\ 


A\\ 














PEERLESS IMPERIAL CO., Inc. 


General Office and Factory 

28 Peerless Place, Newark 5, New Jersey 
NY. Office. 13, 110 Franklin St. * Chicago 2,179 W. Washington St 
Detroit 18, 37 Linden St., River Rouge, Michigan 





{ 


CATALOG BINDERS 
Federbush Co., 91 Seventh Ave, New 
York 11, N. Y., makes Colorama Loose 
Leaf Binders for catalogs, sales manuals 
and similar uses, in which a full-color 


LO LLONO’ 


photo can be faithfully reproduced on 
the cover. Binder can be of any size 
or style. Literature and full informa- 
tion on this process can be had from 
above address. 


NOISE SURVEY 
Hush-A-Phone Corp., Room 710, 65 
Madison Ave., New York 16, N. Y., 


offers a free copy of a survey, ‘‘ Office 


Quiet: 
reports 


How It Benefits 
how noise 
dulls mental processes 
makes one irritable and pessimistic. 


You,’ , 


lowers a 


which 
person’s 


faculties, and 
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Compare...and get more 
Kol amZolUl Mol) olitelolilatemmeloli lola 


GESTETNER 
260 





Always ready for instant use? YES 





Before you buy No pads to change—no ink leakage? YES 





Continuous, automatic inking system? YES 





any duplicator 
Quick, clean color change? YES 


check it against Edge to edge printing? YES 








this chart Paste ink for cleanliness — sharper copy? YES 





Variable speed and position adjustments? YES 

















All controls on operator's side? YES 


For simple, clean, low-cost operation .. . 


there’s nothing like a 


0b, 


Duplicating at its finest since 188] 


By any standard of comparison “whether it be 
original cost, simplicity of operation, cleanliness or 
reproduction cfficiency—-the Gestetner 260 is today's 
best duplicator buy. Compare, and see for yourself 





Gestetner Duplicator hor Dept. 26, 
Ask f 50 McLean Avenue, Yonkers 5, N. Y. 

om Tor your copy of Gentlemen: Please send me a copy of your new booklet 
“30 Ways To Get The Most From Your Duplicating 


this useful booklet... Equipment.” 


COMPANY 
ADDRESS 
CITY, ZONE, STATE 


nearest Gestetner Dealer 


i 
1 
| 
' 
' 
and for the name of your j NAME 
I 
i 
i 
I 
| 
’ 





SALES AND SERVICE FROM COAST TO COAST 
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Now you can do 


|@ PLASTIC BINDING 


RIGHT IN YOUR OWN OFFICE 
this modern low-cost way 


Add prestige ...color... utility... 
attention-compelling appearance 
to reports, catalogs, all printed 
and duplicated material. Save 
money, too. Anyone can operate. 
FREE... PLASTIC BOUND 
PORTFOLIO-PRESENTATION 
Get your personalized edition today 
++-@ unique and beautiful sample of 
modern plastic binding packed with 
illustrated facts and ideas. Gives 
complete applica- 
tion story and cost 
advantages in or- 
ganizations of all 
types and sizes. 
Here’s a wealth of 
important informa- 
tion absolutely FREE. 


GENERAL BINDING CORPORATION 
Dept. O-6, 812 W. Belmont Ave. 
Chicago 14, Illinois 





Mfd. by 


A. C. HUMMEL Co. 
Cincinnati 13, Ohio 


126 




















TELEPHONE AMPLIFIER 

Special Devices, Inc., 44 School St., 
Boston 8, Mass., makes the Fonadek 
which holds the telephone instrument 
and enables the user to carry on a 
phone conversation like using an inter- 
com with both hands free. Fonadek oc- 
eupies little desk space. The receiver- 
transmitter part of the conventional 
telephone hand-set is placed on _ the 
Fonadek when making or receiving calls. 


The user talks naturally and hears the 
amplified voice of the person at the 
other end of the line who ean become 
party to a conference at the Fonadek 
location. A volume control regulates 
the sound. Ideal for persons who must 
use their hands to get data to answer a 
phone call, as well as the hard of hear- 
ing, sick and infirm. The AC-DC _ plug- 
in Fonadek is $64.95; battery model is 
$59.95. Illustrated folder from above ad 


dress, 


DUPLICATING STENCIL 
A. B. Diek Co.., Dept. 0-654, 5700 
Touhy Ave., Chicago 31, DL, makes a 


dark green series of mimeograph stencil 
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sheets in legal and letter size, with and 
without film topping. The 
of these stencils reduces 
absolute minimum. 


mat finish 
glare to an 
Visibility in typing 
and proofreading is heightened by the 
contrast between the dark green stencil 
sheet and the white cushion sheet. The 
dark them well 
use on illuminated drawing boards when 
ruled, illustrated 
material are 


color makes suited for 


copies of lettered or 


needed. 


ARTWORK FOR OFFSET 
A. A. Archbold, P. O. Box 20740, Los 
Angeles 6, Calif., announce the latest of 
their series of ready-to-use promotional 


art books. Called ‘‘ Offset Scrapbook No. 
9,’’ it contains 600 spot illustrations of 
subjects for holidays, sports, vacation, 
music, entertainment, insurance, religious, 
children and western. Of special interest 


to house organ editors are two pages on 


“ 





Write for Sample Book. Address Dept. OF 
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FOR THE 


DUPLICATING SPECIALIST 


ROSE scientific know-how and 
research make ROSE products 
the highest in performance and 
dependability. 


SPECIALISTS 
IN THE MANUFACTURE OF: 


MASTER UNITS 

SPIRIT CARBONS 
HECTOGRAPH CARBONS 
SPIRIT CARBON ROLLS 


ALSO Duplicating Fluid and 
Hand Cream 


R f % S eeere AND CARBON 
\e7 MANUFACTURING CO., INC. 
Ciffere™ 


General Offices and Factory * Harrison, N. J. 
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illustrated column headings. Material is 
original line art, printed on one side of 
the page, ready to cut out and use for 
offset reproduction or zine photo-engrav- 


| * BOTTI 


| # 





ra SCRAPBOOK BE 








b 
printed in glossy Krome-Kote, sells 
for $6, a unit cost of le pear drawing. 
Publisher offers the book on a 30-day free 
trial basis. 


STEEL DESKS 
General Fireproofing Youngs- 
town 1, Ohio, makes the Generalaire line 
of steel desks in 45 models including 5 
tables. There is a model for every office 
job and all are assembled from relatively 


‘ 
Co., 


few parts. Pedestals and end panels are 
interchangeable. Desk accessories are 
available to fit desks to special jobs. 
This flexibility protects the owner’s in- 
vestment. Heavy reinforced steel tops 
are covered with Velvoleum, an excellent 
writing surface that reduces noise, is 
easy to clean and pleasant to the touch 
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MASKING and 
SET UP TIME 


SLASH 


BASE LINE 
MASKING 
SHEET! 


Try 5 Sample 
Sheets FREE! 


<= \' For MULTILITHS 
= No. 1200, 1300, 50 
=) DAVIDSON No. 221 


NOW mask negatives 

in two minutes, pre-setting the 

plate image within %” of correct position! It’s 

easy with the precision-ruled Base Line Mask- 

ING SHEET! Slashes press set-up time, boosts 

output, cuts costs! Hundreds of users, coast to 

coast. WRITE for free samples, mentioning 
make and mode) press! 


LITHO ENGINEERING & RESEARCH | 
3237 Eastlake Ave. Seattle 2, Wash. 


ADDRESSING MACHINES 
EQUIPMENT-SUPPLIES-PARTS 


REBUILT ADDRESSOGRAPH 
ALL MODELS 
HAND & ELECTRIC 
WE MANUFACTURE 
BUY and SELL Plates, frames, 
trays, cabinets, tabs, ribbons, 
speedaumats, Our large stencil 
embossing dept. gives fast, 
accurate service. 


REBUILT ELLIOTTS 


ALL MODELS 
HAND & ELECTRIC 
WE MANUFACTURE... 
BUY and SELL Fibre sten- 
cils, long & short trays, 
cabinets, liquid & paste ink. 
Also Smith Stencil type- 

writers. 


WRITE FORINFORMATION, PRICES & CIRCULAR 
Dept. OM, 40 W. 15th St#., N. Y. 11, N. Y. 


MAILERS' EQUIPMENT CO. 


129 











ERASERSTIK is a 
sweetheart ....... 
Typists, Clerks, Book- 
keepers and Account- 
ants love it. 

The white polished 
wood case protects the 
famous A. W. FABER 
erasing stock — keeps 
it fresh. Easily sharp- 
ened with a knife or 
mechanical sharpener. 

A quick flick and 
errors in typewriting, 
ink or pencil disap- 
pear — leaving not a 
trace. 

Make sure your 
Dealer sells you 
ERASERSTIK, not some- 
thing “just as good” — 
because, frankly, there 
is nothing just as good. 
Ask the folks who use 
ERASERSTIK. 














&) FABER-Casrece 
PENCIL COMPANY Inc. - 


and can be replaced if damaged. Edges 
are bound with anodized aluminum to 
protect the top from bumps and ciga- 
rette burns. A concave metal apron is 
difficult to bump or scratch. Generalaire 
desks’ 30” depth saves floorspace—15 
desks can be placed in the same area 
required for 14 34” desks. The entire top 
is within arm’s reach. Center drawer, 
with pin and elip tray, controls locking 
mechanism but it is not necessary to open 
center drawer to open pedestal drawers. 
Only key’s action locks drawers. There 
are punchouts for concealed wiring and 
space for connecting blocks. Pedestals are 
insulated with sound deadening material. 
Aluminum drawer pulls extend full 
width and rubber cushions stop noise 
of drawer opening and closing. All 
drawers are interchangeable and have 
Nylon glides. Legs have aluminum pro- 
tective cover and non-skid shoes. Height 
can be adjusted to 29” or 3014”. Finish- 
ed in waterproof gray. Literature from 


above address, 


ELAPSED TIME RECORDER 
Caleulagraph Co., Harrison, N. J., 
makes the Caleulagraph which prints 
both the starting time and the elapsed 


time of a work period. The elapsed time 
is aceurately and automatically figured 
by the clock regardless of the sequence 
in which different timecards at different 
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NOW with Seif- 
Adjusting Paper Feed 
—Keeps tape aligned 
ot all times! 


“ ‘ . ; ’ oh 5) 
© ten pe x f pa OY AS A Ja SEE y 443 Uy = bi ja R: 
ahd fos 4 Aer i shy 


a. | a reed Pe A EN , 
4 Me dk Ht ea {VTA he 


and here’s why: Sensational! That's the only word to describe the all- 
i caitite oth ecules ties new REGNA Adding Machine! Streamlined as the 
edtimatien, eaitiiiie newest cars . . . So low in cost it’s a dream-come-true 
@ revolutionary yeors-chead styling for small business owners. Lets many firms cut ex- 
© Swedish yon ete penses and increase production by supplying a 
Swi = aging machine to every department, to every desk where 
e rgh amine: ores, a adding is done. It took REGNA engineers years to 
ec Aas Anted rte die develop an adding machine of such supreme quality 
e 'p z ent itipl Y at such a remarkably low price. It will take your 
ES VF ns CY customers only minutes to realize that the new 
e sub-total and total printed REGNA is their ‘‘best adding machine buy’’! 
correction key clears entire keyboard 


@ lifetime handle construction a "teil paasea CASM paaestens. wec. | 


eee > REGNA CASH REGISTERS, INC. 
®@ scientifically designed moulded keys | eee 


: UA |e 175 Fifth Avenue 
®@ trouble-free performance... ai New York 10,N. Y. 


Please send more information on the new Regna Adding Machine and outline 


minimum maintenance | Gentiemen: | 
anal ‘i 4 advantages of becoming a Regna Decler. | 


ae aes Zone. Stote 


| 
l 
is Scns: sits cali: Giain’ ceca lle sed als aime caeanAdiaay ee me tal 
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FOLDING TRUCKS 


TO SOLVE YOUR HANDLING PROBLEMS 
IN DOORS AND OUT DOORS 


NEW — PRACTICAL—-LOW PRICED 


for 
OFFICE 


SALES FLOOR 

FACTORY 

STOCK ROOM 

SALES—SERVICE 
© DELIVERIES 


USED BY 76 KINDS OF 
BUSINESS FROM A TO Z. 
Including nationally known selling 


orgenizations—banks—factories—office 
and government agencies. 


EASY TO CARRY IN 
SALESMAN'S CAR OR 
ANY SMALL SPACE. 


FOR LOADS 
UP TO 300 LBS. 


THE “REGULAR” 
Top 18/2” x 24/2” x 
27” high 


The Salesman’s 
Favorite Eo 
CHROME PLATED 


FOR LOADS 


UP TO 600 LBS. STURDY 


HANDSOME 


CADMIUM PLATED 


USED 101 WAYS 


for 
EASY—QUICK—1 MAN 
HANDLING 


SOLVES PARKING PROBLEMS 


SAVES VALUABLE TIME 
In doors and out doors 


SAVES THEIR COST QUICKLY 
ASK WHAT OTHERS SAY! 


We will mail you copies of letters from 
users in many different lines of business. 


— ORDER 1 ON TRIAL— 


IF NOT 100% SATISFIED — RETURN AT OUR EXPENSE. 


The “Regular” and the "Self Balanced 2 Wheeler” Wholesale at $47.25. 
The “Heavy Duty"—lllustrated at the top of the page—Wholesales at $54.25. 


2% 10 days—Net 30 or take 3 months to pay if desired (by 3 notes—no extra), 


FEDERAL CASH REGISTER CO., 


P.O. Box 2265-K © Kansas City, Mo. 





times have been recorded. It takes any 
size or variety of timecard or job ticket 
and automatically omits lunch and other 
non-working time. It also has an auto- 
matic dating device. Elapsed time ree- 
ords cannot be altered by moving or 
tinkering with the clock’s controls. The 
unit is self-contained, requires no master 
clock or special wiring. Literature from 
above address. 


MEMO BOOK FILLERS 
Kria Paper Products, 47 West St., 
New York 6, N. Y., makes memo book 
fillers in various stock sizes or to order. 
These are available with sheets per- 
forated with 2, 3 or 4 memo sections to a 


Compact 
Lightweight 

Fast escapement 
Takes full size sheet 


Silent carriage return MADE IN 


, . HOLLAND 
One piece main frame 


Variable 44, 1, 1%, 2 spacing DEALERSHIPS 
Standard 84 character keyboard AVAILABLE 


lightweight Only 9 pounds complete 


with carrying case. 





The smallest portable 
made having ALL of the 
compact B standard FEATURES 
- — . “ (12° x 11%2" x 3°") 
page or 50, 75 or 100 sections in a book. 
Fillers can be had bound at side or top, One piece main frame 
contain good grade stock and are nomin sturdy irae, ees “4 
. ro: . n hand polisned type 
ally priced. Write above address for - P ve 


. : ° bars. 
illustrated literature and prices on stock RETAIL LIST 


sizes or quotations on any special size or low $ 95 
design. 
Plus Tox 


2 
CHART, LAYOUT METHOD price INCLUDING CASE 


Chart-Pak, Ine., 100 Lincoln Ave., 
Stamford, Conn., offers a free 16-page 
brochure describing the Chart-Pak 


Commercial Commodities 

Sole Importers & Co., Inc. 
’ < Distributors for U. S. 
Method of prefabricated charting of sta- 510 SO. ARROYO PARKWAY 
tistical charts, organization charts and | PASADENA 1, CALIFORNIA 
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SAVE MONEY 
TIME and LABOR 


with 
NEW ELECTRONIC HOT WAX PROCESS 


SPOT CARBONIZING 


OF YOUR OFFICE & BUSINESS 


ee Thee 
a 
SPOT CARB is applied directly 


tc back of each sheet in any size 
or shape. Clean, non-smudge. 
Eliminates necessity of carbon 
interleaving. Possibilities of sim- 
plification and savings are prac- 
tically unlimited. Perfect for all 
forms — from small receipts to 
large accounting forms — single 
or multiple sets. Our complete 
plant handles printing, spot car- 
bonizing, binding. Contact us di- 
rect for details, or call your regular 
supplier. Ask for free SPOT CARB 
samples and booklet POT 
“How to save with SPOT 


= | 


ee 





56 LAFAYETTE STREET, NEW YORK 13, N. Y. 


Send samples of SPOT CARB forms and 
free booklet “How to save with SPOT 
CARB" 


ADDRESS 
SIGNED 


office layouts. The brochure contains 
facsimilies of the pressure-sensitive com- 
ponents with sample charts and floor lay- 
Helpful hints are combined with 
full description and prices of the items. 


outs. 


SORTING RACK 
Nu-Craft Products Co., 163 Pacifie St., 
Brooklyn 1, N. Y., makes the No. 13 
Sort-O-Matie Rack of finest grade steel. 
It has 12 compartments, each 4144” wide, 


7144” deep and 414” high. Rack is 25” 


wide, 754” deep and 10%” high overall; 
has 14” eard label holders for each com- 
partment. Mounted on _ rubber feet, 


finished in gray metallic, priced at $16. 


SALESMAN’S DESK 
Orna-Metal Products, Inc., 2412 8. 7th 
St., St. Louis 4, Mo., makes the steel 
Skyliner Pilot Salesmaster Desk with a 


4314” x 30” 


drawer is 3” 


top, 3014” high. Center 
high, 22%.” wide, 19%,” 
deep. Three box drawers are 5” x 1214” 


x 23”. Pedestal with pullout shelf can 
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re CHECKWRITER | SAFEGUARD CHECKSIGNER 
Checkwriter and tne 


Sofequard 
t ftice macnines 


e introduce to you the 
a perfectly balanced par 
with a safe lasting Im 

Checkwriter 


It is with great pride that w 
NEW Safeguard Checksigner, 
ffice efficiency 
in the various all purpost 


3312 LANCASTER AVE.—PHILA. 


amazing ‘ 
that will give y° 
additional information < 


T. — SAFEGUARD INTERNATIONAL 


D CORP’ LANSDALE, PA. 


u top o 
' >» mode! 


4, PENNA., U.S.A. 
OVERSEAS DIS 


LY REX- ROTARY HAS 


COMPLETELY AUTOMATIC 
PRE-MEASURED INKING 


It’s exclusive with the revolutionary 
Rex-Rotary D270...an ink cart- 
ridge is inserted, a dial set for the 
degree of inking, and the machine 
needs no further attention... all 
copies come out perfectly and uni- 
formly printed...no more under- 
or over-inked copies... re-inking 
not necessary ..a bell announces 
when it’s time to insert a new 
cartridge. 


.. with printing press precision, on 
large sheets or small cards, the 
aa beautiful steel grey Rex-Rotory 
Electric Multi-Color D270 does a fast job in any color 
STENCIL ... better, cleaner and with more 
economy and flexibility than any 
DUPLICATOR other machine 
ana == 
6 Sea Gantoctng Cor. 10. 31H, Mow Toe DN 
Let me have more information obout the new Rex Rotory 0270 dapheotes t 
the nome of my neores? distributor 
ei meent f 


Address __—— 


REX- ROTARY pis. Corp. * 19 W. 31, New York » WI 17-4927 | in ———aoeeoem 


=anaowed 
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MANUFACTURERS OF 


TIME STAMPS 
CHECK CERTIFIERS 
SERVICE DATERS 
QUICK-SET MACHINES 
DATE & NUMBERING 


— $e 


THE AJAX TIME STAMP CO., INC. with more 
than thirty years of experience in manufacturing 
time recording equipment, check certifiers, dating 
and numbering machines, guarantees you quality 
products with excellent dependable service. 


SEND FOR OUR COMPLETE CATALOG. 


AJAX TIME STAMP CO., INC. 


MANUFACTURERS 
368 BROADWAY 


NEW YORK 13, N. Y. 








If your office isn’t a ‘‘one typewriter”’ office, 
it shouldn't be a “one scale’’ office either, 
f or your mailing costs will be too high. To 
# save loss of time (and money), confusion, 
} return of mail for lack of adequate postage, 
place one of these attractive, convenient 
Pelouze Postal Scales on the desk of every 
secretary. Use the right scale for the right 
ttl purpose—the new one pound accurate 
Pettey N-1 PRINCESS showing exact postage 
for all classes including for first class and air mail; the durable, 
Parcel! Post dependable Z-2 in either 2 Ib. or 5 Ib. 
capacity with dial showing exact weights for all classes of mail 6} Princoes onty 6° 
including parcel post by zones—larger A-Line Scales with ca- was hate 
pacities up to 50 lbs., for shipping rooms. 


To stop office confusion, errors and rushing around at mail time, order several 
of these accurate, low cost Pelouze Postal Scales today. 


Stocked by all leading stationers. 


PELOUZE MANUFACTURING CO. "7; cre cere" 


Evanston, Illinois 
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oon 
pats) 


either side and allows knee 
Center drawer has pencil tray, 
ball bearing rollers and Yale lock. Pedes- 
tal drawers have Nylon glides. Desk has 
square tubular steel legs and is finished 
with multiple coats of baked 


Literature from address, 


be on 


space, 


enamel, 
above 


REINFORCED INDEX TABS 
Sell Corp., 500 S. Clinton St., Chicago 
ae | 


have 


makers of Selco filing supplies, 


added new machinery to fuse cel- 


SEL-INDEX A-Z 
CELLULOSE. REINFORCED 


all of 


guides, index sheets, folders, ete., using 


lulose reinforcement to types 
Celanese Lumarith sheet plastic for best 
results. Samples from above address, 


CARBON PAPER 
Mittag & Volger, Ine., Park 
Ne Be Nu-Kote pen 
carbon paper which produces 
that cannot 
tremely 


Ridge, 
pencil 
fresh copy 
be smudged. It is an ex- 
brilliant writing 
and improved manifolding carbon paper 


makes or 


long-wearing, 


and, although a non-tack, non-curl car- 
bon, is produced without a back coat- 
ing or the use of wax. Ideal for register 
rolls and addressing machines, Nu-Kote 
is said to outwear ordinary pencil car- 
bon by two or three times. Designed 
to reduce writer’s fatigue, producing a 
number of legible with little 
pressure, the carbon has an unlimited 
shelf life and will not dry out. Now 
available in black, blue and red. 


copies 
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PROFESSIONAL 
Quality RUNS 


for YOUR 
office forms 


MAXIMUM SHARPNESS 
and clarity of copy 


MINIMUM PENETRATION & OFFSET 


emi 
pe SS 


No price premium 

for premium quality! 

@ Finest quality homogenized oil 
base ink. 

@ Laboratory controlled for use in 
any climate, on open or closed 
cylinders. 

@ Will not destroy stencils, clog 
cylinder or pad. 

®@ Sold in pound or half-pound 
cans. , 

Write today for name of nearest jobber! 


INK SPECIALTIES CO., INC. 


523 'N HALSTED $T.. CHICAGO 22, ILL. 


























THE WORLD’S 
STURDIEST 
OFFICE 
MACHINE 
STANDS 


From $3450 | 
7% $6600 


FEATURES: 
e 3” diameter casters 
prevent tip overs 
@ Drop leaf interchangeable 
@ Solid steel frame 
construction 
@ Simple elevating device 
@ Plenty of leg room 


@ 5-ply drop leaf 


ADJUSTABLE 
BALL FOOT 
Permits adjust- 
ment to very 
f m uneven floors. 
GENERAL SPECIFICATIONS Always rigid. 


Frame 24!/," wide, I7!/," deep. 
Simple, positive elevating action. 


Constructed of |" steel tubing. 25!/,." Unite WLLL, for Neu 


between casters. Top 18" x 18", 
drop leaf 16" x 18"..3" diameter 
casters. 2 rubber feet, 2 ball feet. Folder and Dealer Plan 


ry TUBULAR SPECIALTY MFG. CO. 


1940 Stanley Avenue Detroit 8, Michigan 





FIT 
J 










TYPEWRITER ERASER 
Eberhard Faber Pencil Co., 37 Green 
point Ave., Brooklyn 22, N. Y., makes 
the No. 11 Re-Nu 
handy for 
typewritten 


Eraser, especially 
erasing ink and _— single 
letters without blurring. 
It is shaped like a pencil, paper wrapped, 


and will not abrade or roughen 
It is self-sharpening simply by 
paper back, Also available in paper 
wrapped form is their Pink Pearl Pen 
cil Eraser, 


paper, 
peeling 


SEAT CUSHIONS 
Perfect Rubber Seat Cushion Co., 
Edmund St., Philadelphia, Pa., 


6435 
makes 


Foam Rubber Chair 
which eliminates uncomfortable 
stickiness during hot, humid 


the Convertible 
Cushion 
ehair 
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CARBON PAPERS 


TYPEWRITER @ BILLING @ FAN-FOLD 
PENCIL © CARBON JACKETS 
REGISTER ROLLS 


Office work runs smoother when 
Codo Carbons, Ribbons and Hee- 
tograph Supplies are on the job. 
Codo’s High Quality proves itself 
in sharper, cleaner work and 
longer service. It’s just good busi- 
ness to specify CODO. 


Chi CORP. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa. 


40 E. 40th St. 564 W. Monroe $3, 
New York 16, N. Y. Chicago 6, Ill, 





A Ritchie Air Cushion 
BELONGS 


Under Every 
Office Machine | 


AIR-CHAMBER~> 
stops vibration... 
softens touch 


SPONGE RUBBER 
Absorbs noise 


@ At last—an attractive pneumatic 


= cushion that definitely softens | 
t 


e clatter of typewriters — 
and electric) . . . adding machines... 
and all business machines! 


@ And more than that... the 
RITCHIE AIR CUSHION eliminates 


fatiguing and costly vibration! 


@ That is why there is a genuine need 
for a RITCHIE AIR CUSHION under 
every machine in the office! It's an 
inexpensive investment in office effi- 
ciency that will pay big dividends in 
fewer errors caused by jangled nerves 
. .. and higher production . . . better 
morale! 

DEALERS: The effectiveness of the RITCHIE 
AIR CUSHION offers unlimited sales and profits 
to wide-awake dealers. Write for prices and 


discount data on this EASY TO SELL office 
necessity. 


if your dealer cannot supply you, write 


W. H. RITCHIE COMPANY 


2555 North Sydenham Street 
Box 6924, Philadelphia 32, Pa. 


Deluxe Con- 
vertible is covered with woven fibre for 
the hot 


covered 


weather. One side of the 


seasons while the other side is 
with a rich pile corduroy for 
months, making it an all-year 
The cushion is filled with new 
foam rubber with thousands of air 
that breathe with 
Cushions are made in a 


cooler 
cushion, 
live 
eells 


every move, 


wide range of 


sizes and colors, attractively packaged 


in individual heavy acetate wrappings 
with an enclosed point-of-sale merchan- 
dising sign. 


ROLLING MAIL BAG RACK 
Can-Pro Corp., 32 FE. MeWilliams St., 
Wis., makes a= spring 
rack on which 
a large, easy-loading bag open- 


Fond du Lae, 


steel mail bag wheels 
permits 
ing. A filled, heavy bag is easily moved 
girl rack’s 


by one because of the 


balanced design. Bags last 
than 
Pro 


75% longer 
when dragged on the Can- 
Mail without 
wheels or handle for sorting operations. 
Bags are easily hung on the racks. The 
rack on wheels with a 24” x 40” canvas 
mail bag is $16 complete. Rack on wheels 
is also handy for collecting wastepaper. 


floor. 


Racks are available 
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TYPEWRITER TABLE 
Interstate Engineering 
East Imperial Highway, El Segundo, 
Calif., makes the steel Adjusteze table 
which has a 20” x 36” top that is adjust- 
able to any height from to 33” 
for the convenience of the user. A non- 
removable crank changes the height and 


Corp., P20 


Or ” 
2516 


locks it in position. Non-skid glides 


prevent creeping, are adjustable for un- 


even floors and cannot be removed. 


Table has ample knee room and holder | 


for books or 
commodates 
suitable for 


personal belongings. Ae- 
electric 


offices or 
Illustrated literature from above address. 


MACHINE LUBRICANT-CLEANER 

Zel-Tex 
Bush St., San 
Technilube machine cleaning liquid 
which de-rusts as it cleans without harm 
ing the generic metal. It is a lubricant 
cleaner or rinse and requires no water 
wash. A typewriter can be cleaned with 


it for 2le and it is not necessary to 


use an agitator. After using this solvent, | 


lubrication of 
Complete 
dress. 


parts is not 


information from 
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typewriter and is | 
schools (an in- | 
structor’s model on casters is 18” higher). | 


Chemical Co., Suite 307, 425 | 
Francisco 8, Calif., offers | 


necessary, | 


above ad- | 


HOW TO 
INCREASE 
YOUR 
PROFITS 


...without 
increasing 
overhead 


Printers, Dealers and 
Agents, RogersnaP’s 
service of offering the 
best in carbon inter- 
leaved snapout busi- 
ness forms is available 
to you for your cus- 
tomers at a good profit, 
for yourself. 

Stock forms ready for 
imprinting are also 
available in W-2 Forms 
and Envelopes - Bills of 
Lading - Purchase Or- 
ders - Voucher Checks - 
Repli - Memos - Sales- 
man’s Contact Reports. 

It will pay you to in- 
vestigate RogersnaP’s 
service. 


Write, wire or phone 








BUSINESS FORMS | 


139-A Howell St.Dallas,Texas 


TELEPHONE 
R1I-5816 


141 





Iyping.. oncil-Neavy ink 
Vanish wick ar 


me ALWAYS POINTED 
& AND- CLEAN 


A kis 


eet 


Blaisdell 
n45 4 re 


PAPER WRAPPED 
BLAASDELL PENCIL’ CO. /BETHAYRES. PA. 
At all stationers—or write for free sample. 





FILE FOLDERS 
OF QUALITY 


Qiyjtil: 


177 different styles 


and colors for 
every filing need. 


Letter, Legal and 


invoice sizes. / 


/ 


/ 


Single or double tops. / 


All top corners rounded. 
Manila comes in 8, 9'/2, 11, 14 and 17 pt. Fibre in 
I! pt. Kraft in 8 and I! pt. Pressboard in 2 grades 
Colored folders. Packed 100 to a box, 500 to a 
carton 

Get at Dealers or write for Circular 


AMBERG FILE & INDEX CO. Est. 1868 
1601 Duane Bivd., Kankakee, Ili. 


| ‘The 
} 


MACHINE HOLDER 

Mfg. Co., 4548 Ave.. 
Mo., makes the Keyboard 
holds 


and Comptometers in a sloping position. 


Airline Gravois 
St. Louis 16, 
Caddy machines 


which adding 


allow machine 
the 
When 


form 


soft rubber casters 


operator to easily machine 
the 


forms, 


move 
desk. 
figures the 
slid under the Keyboard Caddy to align 


anywhere on copying 


from ean be 
the desired column with edge of Caddy 
for faster 
lists at 
CARBON-INTERLEAVED FORMS 
Business Forms Research Co., 9 Hard- 
well Road, Short Hills, N. J., makes Kor 
rectab snapout forms which allow mak 
without re 
from the typewriter. 


operation. Keyboard Caddy 


5.10. 


erasures on all 
the form 
Forms of many parts or with long stubs 
are quickly and detached. Mul 
tiple-part forms also are easier to insert 
in the machine. Waste of 


ed since 


ing copies 


moving 
easily 


forms is avoid- 


erasing is easy and requires 
Form is 
quickly opened to the desired part for 
insertion of erasing shield without soil 
Manu 


erasing time is re 


no re-aligning or re-inserting. 


ing form or hands, 


facturer 


operator’s 


states lost 
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forms waste is cut 
Full information from 


while 
30%. 


50% 
20% to 
address. 
MEMO PAD 

Prevue-Radsell Co., 343 8. 
St., Chicago 4, Lll., makes the Memoe-Pal 
takes a 37/16” adding machine 
roll or their stock printed memo 
rubber feet 
writing 
making notes 
Sharp tear-off 
on memos. Easily 
black or wal 
nut can be imprinted. In- 
dividually 12 carton, $2.98 
each, Literature from above. 


dueed 
from 
above 


Dearborn 


which 
paper 
forms. It 
held at convenient 
fits the hand for 
not at a desk. 
provides clean edges 
refilled, made of 
brown and 
boxed, 


has and paper is 
angle. It 
when 
blade 


steel in 


in a 
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fC ALT 


Cc Moe ockercite best features of 
both wardrobe racks and lock- 
ers. Sanitary—keeps wraps 
aired, dry and “in press” 
Improves employee morale and 
reduces absenteeism. Provides 
VALET RACKS ® each person with: a dry 12” x 

12” x 15” lock box for lunches 
and personal effects, spaced 
coat hanger and ventilated hat 
space. Also shelf for overshoes. 
9-ft. unit accommodates 18; 
6-ft. unit 12. Sold by leading 
office furniture dealers every- 
where. 


Write for Catalog OL 10. 
VOGEL-PETERSON CO. 
“The Coat Rack People” 

1121 W. 37th ST. * CHICAGO 9Q, ILL. 


ol indus- 
trial and institu- 
tional wardrobe 
equipment and 
checkrooms. 


Stationary and 


office and tiome. 


The Right Numbering Machine? 


TURN TO THE 


| 6) GIANT SELECTOR 
CHART .. Aa” 


“HOW 4 SELL 
NUMBERING 
MACHINES’’ 


Speeds sales. Features figuse sizes, actions, 
uses of popular Numbering Machines, 
Daters. 50 photos, 60 pages other deta. 


Yours free — write today. 


Z, WM. A. FORCE 


2ZIO NICHOLS AVENUE, BROOKLYN 6,N.Y 
SALES OFFICES NEW YORK CHICAGO SAN FRANCISCO CANADA 


RA 





’ of the Office 





IASA Officers 


Alvin 
North 


J. Schnese, 
American 
Accident Insurance 
‘o., was elected 
president of the In- 
surance Accounting 
& Statistical Assn. 
at its annual con- 
ference last month. 
Vice presidents 
elected were J. B. 
Claney, Royal-Liv- 
Leilyn 


Alvin J, Schnese 


Insurance 
Mutual Liability 
Judah, Business 


erpool Group; Cox, 
Employers 
Co.; Paul 
surance Co.; Paul 
Mutual Implement & 
ance Co.; G. W. 
Mutual Life 
Wileoz, Connecticut 
ance Co. 


Insurance 
Men’s As- 
Otteson, Federal 

Hardware Insur- 
Thompson, Acacia 
Insurance Co.;: todney 


General Life Insur 


SPAA’s 10th Anniversary 
Svstems & Procedures 
ica eclebrated the tenth 
its organization at a dinner in Philadel- 
phia May 19. SPAA founded in 
Philadelphia and the first meeting was 
held May 23, 1944. During the past ten 
years it has grown into a national asso- 
ciation of more than 30 chapters with 
1500 members. Harold R. Price of Price 
Waterhouse & Co., national president, 
was speaker of the evening. 
The annual national conference 
held at the Commodore Hotel, New York, 
Oct. 25-27. Themed to ‘‘The Vanishing 
Office,’’ seminars will study the impact 
of electronic computer equipment on 
office management. Electronic 
ment will be demonstrated. 


Assn. of Amer 
anniversary of 


was 


will be 


equip- 


144 


ASA Annual Meeting 


Assn, will hold 
meeting at the Mount Royal 
Sept. 10-13. ASA has 
offers exhibit 
meeting. Informa- 
Schriver, American 


16th St. N. W., 


American Statistical 
its annual 
Hotel, Montreal, 
over 5,000 members and 
annual 
tion from Warren L. 
Statistical Assn., 1108 


Washington 6, D. C. 


space at its 


OEANY Officers 
Alfred T. Ruf, 


office manager of 
Ebasco Services, Inc., was elected presi- 
dent of the Office Executives Assn. of 
New York. Executive vice president is 
Alwyn W. Ogden, office manager of 
Universal Atlas Cement Co. Rudy Lang, 
executive National Business 
Show, is secretary, and E. F. Jacobus 
National Board of YMCAs, is treasurer 


director, 


NRDGA Statistics 

The IBM 701 Electronic 
er will take over 100 million instruc- 
tions to figure statistics for ‘‘ Mer- 
chandising & Operating Results in 
Departmentalized Stores,’’ according to 
Raymond F. Copes, general manager of 
the Controllers’ Congress of National 
Retail Drygoods Assn. It will take the 
machine 12 hours and the book will 
carry information on over 300 selling 
departments, three times the number 
included last year. 


Data Process- 


Computer Course 


A course in data handling 
will be given at the Wayne University 
Computation Laboratory, June 14-25. Fee 
is $125. Details from Computation 


szaboratory, Wayne University, Detroit 1. 


systems 
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U.S.E. ENVELOPES ARE PROTECTED 
IN TRANSIT AND STORAGE 


U.S.E. cartons and envelope boxes are 
“tailored to fit’, avoiding stuffing in 
packing and shifting in transit. Cartons 
are labeled so that the envelopes stand 
on edge, as they should to avoid 
warpage. 


BUSINESS EXECUTIVES 
are finding that it pays to know 


to put envelopes 
to work profitably 


envelopes will work 
best in each task 


it pays to specify 
U.S.E. Envelopes 


Here’s an easy way to discover how 
to put envelopes to work profitably. 
Ask for a copy of the U.S.E. “HAND- 
BOOK.” In it you'll see envelopes 
which are specialists in collecting 
orders and money — others which 
carry heavy loads on long journeys 
— work in the office, guarding and 
filing valuable papers— go from 
place to place in the plant... 

And besure-to read the com- 
panion book “What's in it for me?” 
because it tells WHY it pays to buy 
top grade envelopes for any purpose. 


has these books for you? 


U.S.E., the World’s largest manufacturer 
of envelopes, and your envelope supplier. 
Ask-for the complete story: The “Hand- 
book” which téttsHOW and WHAT, and 
the book “What’s in it for me?” which tells 
WHY it pays to specify U.S.E. Envelopes. 


Springfield 2, Massachusetts 


E-5B2 15 Divisions from Coast to Coast 
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One of the tightest bottlenecks in 

le even the most modern equipped 
duplicating department is the col- 

to lating, assembling or gathering of 

duplicated sheets into sets. Now, 

with the new easy-to-operate 

GREATER EFFICIENCY Thomas Collator, one girl can do 
the work of five—faster, more accu- 

rately, and with a minimum amount 


in your office ees of effort and confusion. 


HERE'S HOW IT’S DONE! 


She quickly loads as many as Her. foot releases pedai; Pages are always under in- 
« 10 pages. » sheets move out quickly. e spection; blanks can't slip by. 


6 Take this sixth step 
* now! Just fill out 
and mail the attached 
coupon. We'll rush 
complete information 
on The Thomas Col- 
lator immediately .. . 
without any obliga- 
tion on your part. 


Pages are collated; action Releases pedal as she stacks. 
« starts for next set. « Elapsed time—five seconds. 


mm ee ee ee 


THOMAS COLLATORS, INC., Dept. 8 


30 Church St., New York 7, N. Y. |) er ® 
Please send me details on the Thomas Collator. 
Collatovs 


Nome. 
135 Sales and Service Offices 
from Coast to Coast 


Dept. B., 30 Church Street 
New York 7,N. Y. 
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Letter Writing Course 


International Correspendence Schools, 
Scranton 9, Pa., offers a Letter Writ- 
ing Improvement correspondence course 
which has been tested on 100 correspond- 
ents and found to affeet letter 
improvement. Details above ad- 
dress. 


definite 
from 


TSA Elects Officers 


Transcription Supervisors Assn. of 
New York elected the following officers 
at its regular meeting last month: Elsie 
M. Kaiser, president; Theresa C. Land 
quist, Ist president; Loretta F, 
Spacek, 2nd vice president; Beatrice M. 
Barrett, Edna M, 
Ness, Taylor, 


assistant Mathews, 


vice 
recording secretary; 
Marjorie M. 
Anna M, 


corresponding secretary. 


treasurer; 
treasurer; 


OMAC Officers 


L. R. Chase of Johnson & Johnson was 
elected president of the Office Manage- 
ment Assn. of Chicago. Paul Holly, Al 
dens, Ine., is Ist vice president; Alvin J. 
Vosskuhler, International Harvester Co., 
2nd vice president; Vernon Bartels, First 
National Bank of Chicago, 
George A. Roubik, secretary. 


treasurer; 


A view of the new, larger of- 
fices of the Office Management 
Assn. of Chicago at 105 W. 
Madison St. Room at left rear 
is tor committee meetings and 
adjoins office of George A. 
Roubik, secretary. Nancy Colvis 
is at desk, right. There is ample 
space for their reference library 
and the reception of visitors. 
Alfred H. Dorstewitz, Mr. Rou- 
bik, Paul Holly, Charles Larson 
and Wilbert E. Scheer were re- 
sponsible for locating and fur- 
nishing the new headquarters. 
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Work Simplification Course 

The 5th annual Refresher Conference 
on Work Simplification and Measurement 
will be held by the Wharton School, Uni 
versity of Pennsylvania, Philadelphia, 
June 21 to July 2, in the air-conditioned 
Frederick Winslow Taylor 
Fee is $350 for the 2-week 


Management 
Laboratory. 
conference; $150 for basie 1-week con 
ference. 


NOMA Area 5 Conference 


The 1954 Area 5 Conference of Na 
tional Office Management Assn. will be 
held in London, Ont., Oct. 15-16, Area 
5 comprises NOMA chapters in eastern 
Canada and upper New York State. 


Number Writing Course 


Clerical employes and supervisory per 
sonnel at Minneapolis-Honeywell’s plant 
in Philadelphia are brushing up on their 
handwriting skills in a course on com 
pany time conducted in weekly half-hour 
over a 12-week period. It will 
primarily deal with number formation, 
according to C. L. Scheetz, training 
director for the industrial division, who 
that mistakes are 


sessions 


said thousands of 








Profitable Repeat Business! 


“restr taee) RUBBER BANDS 
HANDIER, MORE ECONOMICAL, 
COMPETITIVELY PRICED. 


ALLIANCE RUBBER COMPANY 


Over 30 years specialized manufacturing of rubber bands. 


Alliance, Ohio Hot Springs, Ark. 


ULTI-COUNTES a5 morn’ 


Items sold, inven- 
tories, payroll — 
count anything in 
any business — ac- 
curately and fast. 
Anyone can count 
correctly with in- 
expensive Miti- 
Counters which 
last for years, 
Write for literature 
and prices. 


MULTI-COUNTER MFG. CO. 
461 Broadway, New York 13, N. Y. 











Burroughs 


Select Rough —~ Rebuilel 


@ BooKkKEEPING 








@ CALCULATING , 
@ ACCOUNTING? 
@ Appinc ano B 


ines bought, sold, 
. tepaired or re- 


conditioned. Write for 


current prices. 





SO-! For I"* Ring Books, 25c ea. 
$O-2 For 2" Ring Books, 35c ea. 
$O-I'/2 For 1'/."" Ring Books, 30c ea. 


OFFICE PRODUCTS, INC. 


9925 Freeland, Detroit 27, Mich. 
On Stationery Counters Everywhere 


made annually by elerical and 
visory employees who copy or post hun- 
daily. For example, 
makes 5, 3 and 8 
other. 
also are easily 
handwriting 
single 
numerals When 
properly written, 1 and 7 are the most 
and the others in 
legibility are 0, 4, 
The training pro- 


super 
dreds of numbers 


poor formation often 


hard to from each 


The 


confused. 


distinguish 
and 7 
when the 
readibility of the 


numerals 1 
Even 
is firm the 
themselves is poor. 
recognized 

decreasing order of 
Ss. 2. 9, 6, 5 and &. 


a9 9 
gram will also improve employees’ visual 


easily 


memory and speed their recognition of 
numbers. Early indicate that 
women have the best eye for recognizing 


results 
numbers. 


Methods Improvement Contest 


The Industrial Management Society is 
accepting eptries for its 4th Annual 
Methods Improvement Contest to be held 
in conjunction with its 18th National 
Motion Study and Manage- 
ment Nov. 10-12 at the Hotel 
Sherman, Chicago. College student groups 


and 
Clinie, 


Time 


studying industrial engineering, as well 
as companies are invited to submit en 
tries. Rules for the contest may be ob 
tained from Industrial Management So- 
ciety, 35 E. Wacker Drive, Chicago 1. 


Paul Chave (left), Office Executives Assn. 
of New York, presented a certificate to Bridg- 
ford Hunt, personnel manager, Pfizer In- 
ternational Service Co., OEA's 700th member. 
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STEEL SHELVING 


with new, rigid 
“Twin-Post" corners 


4) Here's the one shelving that 
has both the strength and fine 
appearance for most of your 
office, storeroom and ware 

house shelving needs. I6 gauge 
"| ''Twin-Post'' corners are actu 

| ally 2 posts with 3 strong cor- 


is smooth baked-on Airline 
18 or 20 gauge shelves avail 
;} able in a wide range of sizes. 


See your office supply dealer 
or write us for specifications. 

















2013 Central Ave. Minneapolis 18, Minn. 


Controlled Front Feed Stop 
Gives Precision Alignment 
FOR FAST, ACCURATE TYPING 
OF BOTTOM LINE INDEX 
ON ALL VISIBLE CARDS 


10 Card Sizes — $1.85 to $2.30 


Ask Your Visible Systems Supplier 
or write to PALSON MFG. CO. 
280 Main St., Worcester 8, Mass. 
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ners . , . shelves fit tightly, 
4) everything stays in line. Finish | 


Grey or Olive Green enamel. | 








NO CARBON-TETRACHLORIDE 


apsowuTety SAFE 


TO GUM AND GOO / 
eae 


(pall 


with the amazing 
type cleaner... 


Cleans type CLEANER... 
Easier! Sturdy dauber prevents 
spattering. Non-inflammable. 
Slow-evaporating and there- 
fore more economical. Make 
your letters SPARKLE. Save 
time and money . . . os many 
thousands now do... with 
CLAR-O-TYPE. Once tried, 
alway: used. 


60¢ at all stationers and typewriter dealers 


REFILLS BY FISHER 


THE 
AMAZING 

NEW 
INVENTION 
THAT FITS 
PRACTICALLY ALL 
BALL POINT PENS 


FAIR TRADED 
AS ADVERTISED IN 


AT 49c 
Order from YOUR STATIONER 


” ed by The FISHER PEN COMPANY, Chicago 13. Iti 








‘. NEWS of 
vars * the Industry 





Heads Globe-Wernicke 


At a special 
meeting of the 
board of directors 
of Globe-Wernicke 
Co. last month, R. 
Herman Hammer 
was elected  presi- 
dent and general 
manager. He has 
been associated 
with Globe Wer- 


R. Herman Hammer 


He started 
later 


was 


division 
ably 


sery 


nicke for 30 years. 


in the production department, 
transferred to the accounting 
and, 


for the past 20 years, has 


directed the company’s financial 
affairs. 


ed 


prior t 


During this period, Mr. Hammer 


as 


an officer and immediately 


0 this appointment he was vice 


president 


urer, 
of directors. 


ter 


G. 


Oliver 


as 


finance, secretary and treas 
well as member of the board 


At the same meeting Wal- 


Albrinck became secretary and 


L. 


3ardes, treasurer. 


Dictaphone Vice President 


most 


Carol Lyttle was 
elected vice presi- 
dent in charge of 
sales of Dictaphone 
Corp., it was an- 
nounced by C. King 
Woodbridge, chair 
man of the board. 
Mr. Lyttle has been 
associated with Die- 


Carol Lyttle taphone Corpora- 


recent ly 


ager, 


eant 


150 


by 


tion since 1920, 
as New York distriet man 


He assumes the position left va- 


the 


recent appointment of Lloyd 


M. Powell as president. Charles B. Ash 
ton, New York assistant district man- 
ager, was named New York district man 


ager. 


Burroughs Vice President 
Ray W. Maedon 


ald, general man 
ager of interna 
tional operations, 
was named vice 
president of Bur- 
roughs Corp. by its 
board of directors. 
Mr. Macdonald is 
in charge of sales 
and service opera- Ray W. Macdonald 
tions outside the 
U. S. and Canada, ineluding 18 sub 
sidiary companies and a_ world-wide 
dealer organization. 


New Hano Plant 

Mt. Olive, Ill., was selected by Philip 
Hano Co., Holyoke, Mass., for their new 
midwestern branch factory and dis 
tributing point, according to Luther R. 
Hanna, manager of the dealer division. 
The branch plant is being built on a 
10-acre site served by a Wabash 
Railroad spur. Initial construction will 
be approximately 10,000 sq. ft. Hano 
manufactures autographic registers, con 
tinuous and snap-a-part forms and was 
established in 1888 by the father of the 
present management. Selection of Mt. 
Olive was made by Norman L. Hanna; 
Robert, Herbert and Edward Hano, 
officers of the company, and Charles 
McKeen, Holyoke factory superintend 
ent. During construction, some space will 
be occupied by the eastern company as 
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Send for the new brochure, giving 
complete specifications and prices. 


See how Cramer, as usual, leads 
the field. 


Cramer POSTURE CHAIR CO., Inc, 
1205 Charlotte 
Kansas City 6, Mo. 


A Chair for Every Seated Worker 
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MONROE Calculators 
Rebuilt for Guaranteed 
Satisfaction 


Count on Monroes. For when 
they come from C.E.C. they are 
guaranteed and you know they 
are factory rebuilt by Monroe- 
trained mechanics and all replace- 
ments have been made with gen- 
uine parts. In every way you will 
be pleased with rebuilt calcula- 


tors with the famous Monroe 
name. And select “rough” Monroe 
Calculators from C.E.C. are like- 
wise attractive buys. It will pay 
you to get the facts about these 
ever-popular figuring machines 
so write for full particulars. Right 
now C.E.C. has a choice stock. 


CALCULATOR EQUIPMENT CORPORATION 


556 Central Avenue, Orange, N. J. 
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a receiving station for incoming ship- 
ments of forms manufactured in Hol- 
yoke. These orders will be reshipped 
from Mt. Olive by rail, truck and parcel 
post. In 45 to 60 days, orders for writ- 
ing devices and stock forms will be filled 
from Mt. Olive. In addition to the Mt. 
Olive branch, Hano hopes to expand 
their Holyoke production and the re- 
shipping phase of their operation. 


Chair Cushion Sales Manager 


Appointment of 
. Charles R. 


as sales 


Saggau 


gg 
manager, 
Offiee Chair Cushion 
Div., began an ex 
tensive national C 
Foam chair cushion 
sales campaign by 
American Latex 
Produets Corp., 
Hawthorne, Calif. 
Jobbers in the office 
field are being established in principal 


Charles R. Saggau 


cities not now served by the chair cush 
The 


lines of 


Latex. 
Moltex 
foam rubber office chair cushions, include 


ion division of American 


C-Foam and C-Foam 
six standard sizes and shapes and four 
colors in several fabrics and plastic, and 
offer exclusively woven saran. Ameri 
can Latex Products Corp. is a subsidiary 
of Dayton Rubber Co., Ohio. Direct all 
inquiries to: Office Chair Cushion Div., 
American Latex Products Corp., 3341 
W. El Segundo Blvd., Hawthorne, Calif. 


Photostat Buys Microtronics 


Photostat Corp., Rochester, N. Y., 
manufacturer of Photostat Copying Ap- 
paratus for over 40 years, announced 
the purchase of Microtronics Corp. of 
New York, manufacturers of microfilm 
equipment and accessories. Physical as- 
sets of Microtroniecs Corp. will be moved 
to Rochester, where all manufacturing 
operations will be conducted at the 
Photostat factory. Ernest P. Taubes, 
former partner who is chiefly responsible 
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for the design and manufacture of 
Microtroniec precision microfilm equip- 
ment, was elected vice president in 
charge of manufacturing for both cor- 
porations, 


Gavrin Plant in Texas 


Arthur J. Gavrin Press, Inc., manu- 
facturers of Snap-Easy and Tab-Easy 
carbon-interleaved forms with executive 
offices and a plant area totaling 125,000 
sq. ft. in New Rochelle, N. Y., has 
completed negotiations for a_ 12-acre 
tract in Denison, Texas, five miles from 
the Oklahoma line. Property includes a 
siding on the Missouri-Kansas-Texas 
R. R. An @ir-conditioned building of 
35,000 sq. ft. will house initial 
and collator equipment. According to 
Arthur J. Gavrin, president, ‘‘The ex- 
pansion program will benefit dealers and 
their customers in the Texas, Oklahoma, 
Arkansas areas.’’ 


presses 


Colorado and 


Copease General Manager 
Frank M. Gale 


was appointed gen- 
eral manager of 
Copease Co.,  dis- 
tributors of Copease 
photocopying ma- 
chines, it was an- 
nounced by Charles 
Ek. Hallenborg, pres 
ident. Mr. Gale was 
formerly vice presi- Frank M. Gale 
dent of Dietaphone 

Corp., that organization 
Mr. Hallenborg stated the 
appointment resulted from the reception 
accorded the Duplex 
1953. equipment is 
now handled by 45 distribution points 
throughout the nation and other offices 


will be opened later in the year. 


having served 
for 25 years. 


Photocopier intro 


duced in Copease 


Business Prospects Good 

Leaders in the office equipment manu- 
facture and supply field expect 1954 
volume to be at least the equal of 1953, 
according to Rudolph Lang, managing 


153 





director of the National Business Show. 
‘There seems to be no feeling in the 
office equipment field that we are experi- 
encing the start of a mild business set- 
back or anything like it,’’ he said. In 
referring to specific companies, Mr. 
Lang stated that International Business 
Machines had closed the year 1953 with 
the largest backlog in its history despite 
expanded production facilities and that 
the company had experienced a high 
level of sales so far in 1954. Lloyd M. 
Powell, president, Dictaphone Corp., re- 





(7 GUARANTEED LIKE NEW!~\ 


Dictaphone Soundscriber 
TIMEMASTERS TYCOONS 


Audographs ©@ Tape Recorders 


SAVE UPTO 60%  — {iher Medsds es 


Low as $29.00 
Plastic Tape-Famous Brands 1200’ $2.95 


Special low prices on all magnetic 
wire-tapes-recording discs 


STENTOR’ Ss 469 oes poe, Bs .16 


“Where Every Sale is a we... Investment” y, 


ROBOTYPER 


Produces individually 
typed letters auto- 
matically. 


Write for 
Information 

















Some areas open for 
representation. 


ROBOTYPER CORPORATION 
125 E. Allen Street © Hendersonville, N. C. 





THE 


BANCROFT 
° Junior() 


@ paper folding machine ideal for the office. 
© Single, double, letter, wallet & accordion fold. 
© Net weight 85 ibs. 

e Portable and silent, 
© Simple & quick setting. 
© Max, sheet size 10 x 15 


WRITE FOR FULL DETAILS 
CENTRAL PRINTING MACHINERY CO, 
3622-24 W. Chicago Ave., Chicago 51, 111. 


e Hand feed. 














ported his company was expanding its 
sales forces and investing in plant im- 
provements in anticipation of expand- 
ing business. President of Ditto, Ine., 
K. M. Henderson, said that his company 
‘fexpects 1954 to compare very favor- 
ably with 1953.’’ Ditto is planning a 
large new plant to take care of expand- 
ing sales. The president of Monroe 
Caleulating Machine Co., Fred R. Sul- 
livan, reported his company was opti- 
mistic about business in 1954. He 
pointed out that ‘‘the possibilities are 
unlimited for the manufacturer who will 
accept the challenge automation presents 
in the office field.’’ L. C. Walker, presi- 
dent, Shaw-Walker, said, ‘‘If the coun- 
try gets down to the task of selling 
its wares with the enthusiasm and 
tenacity it used 25 years ago, there will 
be plenty of business and a lot more 
fun.’’ The National Business Show will 
celebrate its Golden Jubilee in Septem- 
ber and its survey of business prospects 
showed that all elements of the office 
equipment field were devoting an in- 
creasing amount of time and money for 
research not only toward improvement 
of actual equipment but toward better 
work organization and use of personnel. 


Acme General Manager 


William J. Glendinning, general sales 
manager of Acme Carbon & Ribbon Co. 
Ltd., Toronto, was appointed general 
manager, according to J. A. Campbell, 
general manager of Burroughs Machine 
Supplies Operation. Mr. Glendinning 
succeeds Walter L. Harmer who was re- 
cently named general manager of Mittag 
& Volger, Park Ridge, N. J., another 
Burroughs subsidiary. 


Underwood N. Y. Manager 


R. J. Heim, eastern district manager 
of Underwood Corp., will direct the 
company’s New York district in ‘addi- 
tion to the eastern district, it was an- 
nounced by J. D. Donovan, general sales 
manager. 
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Mr. Heim’s head- 
quarters have been 
shifted from Boston 
to 1 Park Ave., 
New York, to pro- 
vide the most cen- 
tral point from 
which offices in the 
two districts can be 
reached, In his new 
assignment, Mr. 
Heim will be re- 
sponsible for all sales and service activi- 
ties in a territory from Virginia to the 
Canadian border and west to Ohio. Also 
moved to New York for the same reason 
was J. J. Lunney, eastern district service 
manager, to supervise service operations 
in the New York and eastern districts. 


R. J. Heim 


Queen Div. to Curtis-Young 
Curtis-Young Corp., New York has 
acquired the specialty manufacturing 
division of Queen Ribbon & Carbon 
Co., Garden City, N. Y., according to a 
joint announcement by H. Ring Sr., 
president of Queen and A. W. Young, 
president, Curtis-Young Corp. Queen will 
continue to make one-time carbon in all 
styles, carbonized news and book papers. 
Curtis-Young will continue to make and 
distribute carbons, ribbons, spirit car- 
bons and master units, forms and other 
specialties heretofore made by Queen. 


F & T Buys Dupli-Voice 


R. J. Koch, president, Felt & Tarrant 
Mfg. Co., announced purchase of the 
assets of Valley Industries, Inc. and 
Dupli-Voice Co., Algonquin, IIll., makers 
of Dupli-Voice dictating machines. This 
move is Felt & Tarrant’s first departure 
from the adding-caleulating machine 
field since the firm made its first 
Comptométer in 1886, Dupli-Voice manu- 
facturing operations will continue from 
the new one-story plant at Algonquin, 
purchased by Felt & Tarrant. Present 
manufacturing and sales organization is 
expected to continue under the new 
ownership. It will be operated as a 
separate division, 
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Addressing Plates, 
Marking Devices and many 
others... 
e Easy to Use « No Mess 
No Liquids to Spill 





Free Sample On Request 
NORTA DISTAIBUTING COMPANY }, 
1165 Broodway » Wew York, N.Y. ae 


| PAYMASTER 

















PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck "Outlook"’ Envelopes are absolutely 
opaque, essential when wages are paid *, check. 
Nothing shows but the employee's name. This im- 
proves personne! relations, 

Send us check you now use and we will submit 
sample Paycheck ‘'Outlook"’ Envelope and prices 
based on your estimated yearly requirements. 


OUTLOOK ENVELOPE CO., fst. 1902 


Originators of “Outlook” Envelopes 
a ( 


4 Woes 














WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by Imperial 


ASK YOUR DEALER 


DESK CO. 
Evansville, indiana 


| sales 








COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock —,. Vaults. 
Strong—Easy to Move, 

y to Climb. 

Mounted "os Swivel Brake 
Casters which allow the tad- 

be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Madr in 7 teights—3 widths. 
Senc for Creetar 53-9 and 


1. D. COTTERMAN, Mtr. 
4535 Ravens Roe 
pM... 40, i. 





3 PHONE PROBLEMS 
SOLVED 
1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy 
places. 


HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 

Write for Literature 


HUSH-A-PHONE 
; 65 Madison Ave. 
Rm. 710, New York 16 








soRT-Q)-FILE 


SAVES 20% TO 60% TIME 
30 Models. Systems Sorting Service 


THOUSANDS IN USE For fast hand-sorting of cards, 


checks, letters, invoices, orders, 
©) business forms or public docu- 
y ments. We make all types from 

tiny desk models to shuttle-carri- 

age machines. Write for illustrated 

circulars. 

Representatives everywhere. 


Associated Industrial Designers 


P.O, Box 12652, Los Angeles 38, California 
Plant: (248 East Sixth Street, 
Warehouse: New York, Chicas 











Todd Appointments 
Three major 
changes in the sales 


| organization of 


Todd Co. 
nounced by Len T. 


were an- 
Thomasma, general 
sales promotion 
manager. C. S. 
Taylor, machine 
promotion 


manager, was 


named director of C. S. Taylor 
sales planning and promotion, 


Harold E. 


Indianapolis as 


replacing 
Miller who was transferred to 
manager of that Todd 
where he replaced Wil 
who was named manager 


zone sales office 
liam EF. 
of the 
Taylor 
salesman in 


Pringle 
eentral division in Chicago. Mr. 
commercial 
1947 and went 
machine sales 


joined Todd as a 
Chicago in 
to Rochester in 1952 as 
promotion head. 


American Lithofold Ad Manager 


Robert J. Blauner, president, Ameri- 
ean Lithofold announced the ap 
pointment of Howard R. Zeuschel, as 
advertising and sales promotion man- 
ager. Mr. Zeuschel, with a 19-year pro- 
motional, advertising and back- 
ground, has been prominent in trade 
media circles the past several years. He 
takes direction of the newly 
created department with headquarters 
in St. Louis. 


Corp., 


sales 


over 


A section of the onsihliog departs t in the 

factory of Jorgen Lien, Bergen, Norway, where 

Regna cash registers and adding machines are 
made. 
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Diebold Ad Manager 


George B. Young 
has been appointed 
advertising man- 
ager for Diebold, 
Inc. He joined the 
advertising and 
sales promotion de- 
partment of Diebold 
in 1951 as produce- 
tion manager. In 
1953 he was pro- 
moted to assistant 
advertising manager. 


George B. Young 


Edison Renames Division 


Thomas A. Edison, Inc. has changed 
the name of its Ediphone Division to 
Edison Voicewriter Division, it was an- 
nounced by Charles Edison, chairman of 
the board. 


Smith-Corona Representative 


J. B. MeCormick, vice president, 
Smith-Corona Ine., has announced the 
appointment of T. Ray Pearson as home 
office field representative to 
Roger Sherman Jr., recently 
to branch manager. Mr. Pearson joined 
Smith-Corona in 1949 a retail sales 
man and soon was promoted to be a 
special accounts salesman in the Boston 


succeed 
promoted 


as 





A 3D motion display for Bostitch Stapler 
dealers illustrates features of the B8R with 
staple remover. 
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The modern portable that doe: 
Fast — Smooth 
everything you 


nine plus features 


the job of a 


Prec 


could a 


large typewriter. 
built, it has 
Check it's 


are not found on any other 


ision 
sk for. 
many of which 


machine, 


@ Six tabulator stops 
@ New improved margin stops 


@ Automatic paper feed with transparent line 
adjustment plate 


@ Automatic spring-release paper support 
@ Paper bail pulls way out to the front 

@ New glarefree spring-cushion keys 

@ Touch adjustor controlled by rachet 

@ Standard machine line space lever 


@ Lock lever holds carriage in place when 
carrying in case 





INTER-CONTINENTAL TRADING 


CORP. 


90 WEST STREET +. NEW YORK 6, N. Y. 








MANUFACTURERS OF DURALUMINUM 


HOLDERS sorte 


SMAPOUT 


MANY 
STYLES 


MFG. CO., INC. 


P. O. BOX 243 





Autocopy Master Sets 
PLAIN OR PRINTED 


For all Direct Process Spirit Duplicators— 
AUTOCOPY offers the most perfect combina- 
tion of Spirit carbon formula and Master paper 
to be had. Master sets provide perfect regis- 
tration without collating. No time lost insert- 
ing carbons. No smudged fingers. 


AUTOCOPY, INCORPORATED 


12150 South Peoria St., Chicago 43, Ill. 
150 West 26th Street, New York 1, N. Y. 











SEND FOR OUR PRICE LIST 
Serving The Trade Since 1925 
TYPEWRITER EQUIPMENT CO., INC. 
409 LaFayette St. N.Y. C. 3, N.Y. 








NEW ADDRESS 


International Cash Register & Parts Co. 


) —E EVERGREEN ST MT. PROSPECT, ILL 





office. He will assist dealers in the Port- 
land, Me., Boston office 
territories. 


and branch 


Gray Ad Manager 

Gray Mfg. 
graph dictating equipment Phon- 
Audograph dictating named 
Dan H. Northup director of advertising 
and sales promotion, it was announced 
by Walter E. Ditmars, president. Mr. 
Northup was associated with the adver- 
tising department of Remington Rand 
Ine. 1945 and for the past two 
years advertising manager of the adding 
and calculating machines division. 


Co., producers of Audo 
and 


systems, 


since 


NSOEA Convention 

The National Stationery & Office 
Equipment plans to make this 
year’s 50th Anniversary Convention the 
best it has ever held. General convention 
chairman is Robert L. Reynell of Ox- 
ford Filing Supply Co., and co-chair- 
man is Ken L. Reister of Minnesota 
Mining & Mfg. Co. Convention will be 
held at the Conrad Hilton Hotel, 
Chicago, Sept. 18-22. 


Assn. 


Mittag & Volger's pencil carbon paper box won 
first prize in its class at the National Paper 
Box Manufactures Assn. convention last month. 
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Electric Typewriter 
Rebuilding Plant 

Due to rising demand for 
rebuilt electric typewriters, 
Shipman-Ward Mfg. Oo. 
has opened the 
largest typewriter 
rebuilding plant in Spring 
field, Mo. Shipman-Ward 
gets all IBM _ electric 
trade-ins in the middle west and, with 
the skilled mechanics trained by Rocky 
this between 1946 and 
1952, produces de luxe electric rebuilt 
The plant has the most mod- 
ern equipment for this specialized work. 
Incoming machines are completely dis- 
mantled and all parts tagged so they 
will be eventually assembled into the 
same unit except when replaced with 
new parts. Motors, too, are rebuilt. 
Round keys are replaced with new 
square keys and the completed machine 
with its infra-red baked finish is not 
only mechanically inspected but oper- 
ator tested before it leaves the plant. 


SPECIAL OFFERING 


on REBUILT & ROUGH 
OFFICE MACHINES 


Complete Selection of 


ADDERS, CALCULATORS, TYPE- 
WRITERS, BOOKKEEPING MA- 
CHINES, ADDRESSING EQUIPMENT 


world’s 
electric 


Jones in area 


machines. 


We offer fair prices, guaranteed 
rebuilding, prompt service to users 
and dealers the world over. 





Write Dept. W. 
Send for our 
7 specicl price 
list today. 


Jam iam 


de - 
Wt snip. AN-WARD MFG CO, 


i 


Heads Smith-Corona Overseas 

Smith-Corona, Ine. elected Craig 
Woodruff a vice president in charge of 
the company’s international division, of 
which he has heretofore been manager. 
In addition to export sales, the company 
operates manufacturing plants in Can 
ada and Belgium. 


Charles C. Smith Representative 

Wm. H. Cravens, president, Charles 
©. Smith, Inc., announced appointment 
of Jack Autry, 420 Market St., San 
Francisco, as representative for the 
Smith line in California, Oregon, Wash- 
ington and Nevada. 








INTERNATIONAL OFFICE APPLIANCES, INC 
326 Broadway, N.Y.7,N.Y HAnover 2-6700 
Cable ‘‘ADDBOOKAL"’ 
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RITE-LINE COPYHOLDER 
WITH THE NEW TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a 
machine tape to 20 inches. Price, including 
the new Telescopic Eyeguide: $1775 





TAX EXTRA 
FREE TRIAL OFFER. Write, asking us to send you 
a RITE-LINE Copyholder with the understanding you 
may return it without charge within ten days. 


1025 15th Street, N. W. 
RITE-LINE CORP. 5, D.C. 


Washington 5, D. C 














Ito 44s Simple fre 


‘“ es » 


To FIND FACTS FASTER with 
the NEW, MORE EFFICIENT 
Edge Punched Card Structures 


© At Less COST 
Less CODING 
Less GROOVING 
Less SORTING 
Less HANDLING 





MANUFACTURING ¢ BUSINESS 
SCIENCE ¢ EDUCATION 
ALL CAN SAVE MONEY — SAVE 
TIME — SAVE EFFORT WITH AN 
E-Z SORT SYSTEM. 




















oa 2 J’ SYSTEMS. LTDg06@ 
be DEPT. 4 : 
45 SECOND STREET 
SAN_ FRANCISCO 5 








SOLE MANUFACTURERS OF E-Z SORT SYSTEMS 
THE MOST EFFICIENT MARGINALLY PUNCHED CARDS. 


160 





Heads Wholesale Typewriter Co. 


Jack Buiton has 
been appointed vice 
president and direc- 
tor of Wholesale 
Typewriter 
Co., New York. 
Formerly assistant 
manager, Mr. But- 
ton succeeds his 
father, George But- 
ton, who is retiring 
after more than 50 
years as head of the company which re- 
builds and _ reconditions typewriters. 
Jack Button entered the used typewriter 
business in 1945 following his discharge 
from the Navy. He joined Wholesale 
Typewriter Co., a subsidiary of Under- 
wood Corp. in 1952. 

Wholesale, located in New York the 
past 25 years, will build a 40,000 sq. ft. 
warehouse and office building in Engle- 
wood Cliffs, N. J. 


Jack Button 


Ennis Expands Warehouse 

G. G. Dunkerley, president, Ennis Tag 
& Salesbook Co., announced the addition 
of 20,000 sq. ft. of warehouse space ad- 
jacent to its factories in Ennis, Texas, 
to be in a position to give immediate 
service on stock merchandise to cus- 
tomers located in the southwest. Other 
warehouses located in Birmingham, St. 
Louis, Denver, Houston and Chatham, 
Va. 


Webster Gets Safety Award 

F. S. Webster Co., Cambridge, Mass., 
received a safety trophy from 
its compensation insurance carrier. The 
engraved plaque was presented to V. 8. 
Bigelow, vice president, by Ralph 
Murley, Boston safety engineer for 
Employers Mutuals of Wausau. 


special 


San Francisco Manager 
Robert W. Edwards was promoted to 


| district sales manager of the San Fran- 
| cisco district office of Marchant Calcu- 


lators, Inc., it was announced by Edgar 


Tue Orrice—June, 1954 





Western Addo Machine Corp., 
2921 Beverly Blvd., Los Angeles, 
is new branch of Addo Machine 
Co., New York. Ernie Thornton 
heads the branch and Ulf 
Wiberg aids sales-service train- 
ing in the territory, according 
to George Agrell, Addo presi- 
dent. 


B. Jessup, president. Mr. Edwards suc- 
ceeds Leslie T. Carr who has left the 
office equipment field to join a_ local 
manufacturing company. 


Clary Exports Doubled 


Export of cash registers and adding 
machines by Clary Multiplier Corp. has 
more than doubled in volume from a 
year ago and March was one of the 
best months in the company’s overseas 
trade operations, J. W. Stallings, gen- 
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eral manager of distribution, said. The 
export department, under the acting 
direction of Ted Hallberg, is extending 
representation and entering new markets 
in Western Europe, South America and 
the Far Pacific, in addition to the ecur- 
rent Canadian expansion. 


Ozalid Distributors 


Lewis P. Naylor, general sales man- 
ager of Ozalid, a Division of Gereral 
Aniline & Film Corp., announced the 


“Quality above Comparison’’ 


Smead’s is a “‘A Quality Line” 
made by craftsmen 


When you open a Smead package 
you can depend on the Best 


THE SMEAD MANUFACTURING CO., INC. 


HASTINGS, MINNESOTA 
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appointments of Bewal, Inc., Wichita, 
Kans., and Acme Blueprint & Photo- 
Craft Co., Phoenix, Ariz., as distributors 
of Ozalid machines, replacement parts 
and sensitized materials. 


Sweden Honors Olympia 

Olympia Werke, Wilhelmshaven, Ger- 
many, received the title ‘‘Supplier of 
the Royal Court of Sweden,’’ by order 
of King Gustav Adolf of Sweden, in 
recognition of the achievements of this 
factory in office machine manufacturing 
and the quality of Olympia machines 
which have been installed in the Royal 
-alace. 


John J. McDonough 


John J. McDonough, 58, vice presi- 
dent and sales manager of the rubber 
band division of Plymouth Rubber Co., 
died April 28. He was associated with 
Plymouth Rubber for 35 years. He 
began as an employee in the traffic 
department, became traffic manager, 
then purchasing agent and was super- 
intendent of the plant until 1930 when 
he entered the sales department in 
charge of sundries and rubber bands. 
In 1947 he was made vice-president. Two 
years ago he was relieved of the sundries 
duties because of illness. 


T. Frank Valleau 


T. Frank Valleau, president, Posting 
Equipment Corp., died April 26. He had 
spent his entire working career in the 
industry having been previously asso- 
ciated with Cooke & Cobb and Wilson 
Jones Co. 


John A. Zellers 


John A. Zellers, 81, former vice presi 
dent of Remington Rand Ine., died 
April 29. He entered the typewriter busi- 
ness with Smith Premier Co. in 1904 and 
was with Remington Rand for 42 years. 
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Gertz Department Store Gets and Holds Office Workers, ‘How, Bernard Landis 
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Integrated Data Processing, Fundamentals of, H. F. Van Gorder . i 

Internal Auditors Aim to Improve Present Practices, W. T. Hamilton 

Inventory, How Corvair Takes a Talking ¥ aA) 

Johnson Wax Office Uses a Small Copy Camera, How, H. Q. Lundgren 

Lease Office Equipment?, Is it Better to Own or, George W. Downie .. 

Letters, Everybody Doesn't Write Good, Richard H. Morris .. ata 

Machine Accountants National Convention in Cleveland, June 16-18 

Machine Maintenance Records, Keeping Office, Lawrence M. Baldwin . 
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Small Business Can Profit from Office Mechanization, S. Gordon Sloan 
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164 THe Orrice—June, 1954 





ADDING MACHINES 

Paul Bruning Maschinenfabrik 
Burroughs Corp. 

Friden Calculating Machine Co. 
Office Appliance Co. ; 
Summira Adding Machine Co. 
Underwood Corp. 

Victor Adding Machine Co. 


ADDRESSING EQUIPMENT, SUPPLIES 
Addressograph- neeitigvent Corp. 

Eria Speed Labels 

International Business Machines Corp. 
Sten-C-Labl, Inc. 

Weber Addressing Machine Co. ... 
Weber Label & eee weteme 
Zip-O-Riter Co. . 


AUTOGRAPHIC REGISTERS 
Autographic Business Forms, Inc. 
Philip Hano Co. 

BINDING, PLASTIC 

Tauber Plastics, Inc. 


BINDERS 
Federbush Co. 


CALCULATORS 
Facit, Inc. 
Olivetti Corp. of America 


CARBON PAPER 


American Carbon Paper Mfg. Co. 
Feb., 134; 
Carbon-Feedmaster Co. 
Curtis-Young Corp. 
Interchemical Corp., Aulr & Wiborg | 
Carbon & Ribbon Div. 
Mittag & Voiger, Inc. . 
National Cash Register Co. 
Underwood Corp. 


CASH REGISTERS 


R. C. Allen Business Machines, Inc. . 
Clary Multiplier Corp. we 
National Cash Register Co. 

Regna Cash Registers, Inc. 

Victor Adding Machine Co. 


CASH DRAWERS 
Indiana Cash Drawer Co. 
Nu-Craft Products Co. 
CHAIRS 


Ajusto Equipment Co. 
Domore Chair Co. 

Maso Steel Products 
Milwaukee Chair Co. . 
Milwaukee Metal Furniture Co. 
Sturgis Posture Chair Co. . 
Wells Chair Corp. .. 


CHART-MAKING KITS 
Chart-Pak, Inc. .. 


CHECKSIGNER 
Todd Co. 


COFFEE DISPENSER 
Bert Mills Corp. 


COLLATORS 
ie - Specialty Co. 

J. Curry Mendes Corp. 
Pierce Specialized Equipment Co. 
Reproduction Products Co 4 
Thomas Collators, Inc. 
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CONTROL BOARDS 


Acme Bulletin Co. 

ooemnte Systems . 
ae a Magnetic, Inc. 
Methods Research Corp. 


CONVEYORS 
Lamson Corp. 


COPYHOLDERS 


Bookmate Co. 

Lansdale Products Corp. 

Kaye Leland Co. 

Pres-To-Line Corp. of America Apr., 113; 
Roll-A-Line, Inc. : 


COUNTERS 


Multi-Counter Mfg. Co. 
Veeder-Root, Inc. 


DECOLLATORS 


Moore Business Forms, Inc. 
Standard Register Co. 


DESKS 


Brunswick-Balke-Collender Co. 
General Fireproofing Co. .... 
Harrison Stee! Cabinet Co. 
Kenwood Corp. . 
Orna-Metal Products, Inc. 
Shaw-Walker ; 


DICTATING MACHINES, SUPPLIES 


Dupli-Voice Co. 

Magnetic Recording industries 
Peirce Dictating Systems 
Yale industries Corp. 


DICTATING MASKS 
Talk, Inc. ... 
Voice Reporting Co. 


DUPLICATING ACCESSORIES, SUPPLIES 
American Stencil Mfg. Co. 
Atlas Stencil Files Corp. Mar., 152, 
Bohn Duplicator Corp. 

Columbia Ribbon & Corben wie ‘Co. 

A. B. Dick Co. .. ay 

Gestetner Duplicator Corp. 

Halverson Specialty Sales ... 

Heyer Corp. . 
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Minnesota Mining & Mfg. 

G. H. Packwood Mfg 

Robertson Photo-Mechanix, Inc. 

Rose Ribbon & Carbon Mfg. Co. 

Waico Products Co 


DUPLICATORS, OFFSET 
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Miehle Printing Press & Mfg. Co. 


DUPLICATORS, SPIRIT 


Duplicopy Co. 
Heyer Corp. 


DUPLICATORS, STENCIL 
Duplicopy Co. 4 
Roneo Div., Addo Machine Co. . 


ELECTRONIC SYSTEMS 

Burroughs a ; 

Commercial Controls Corp. 

Friden Calculating Machine Co. 
Intelligent Machines Research Corp. 
Kybernetes Corp. . Saree 

Logistics Ressarch, Inc. .. Jan., 138; 
W. S. MacDonald Co. 
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ENVELOPES 
Old Colony Envelope Co. 


FILES 


Bankers Box Co. 
Cel-U-Dex Corp. 
General Fireproofing Co. 
General Industrial Co. 
Record Files, Inc. 
Remington Rand Inc. 
Scott-Rice Co. 

Tab Products Co. 


FILING SUPPLIES 


Avery Adhesive Label Corp. 
Perma Products Co. 


Sell Corp. May, 1/82; 


Smead Mfg. Co. 

Charles C. Smith, Inc. 

Woodall Industries of Calif. 
Ulrich Planfiling Equipment Corp. 


FLOOR MAINTENANCE 
Walter G. Legge Co. 


FOLDING MACHINES 


Central Printing Machinery Co. . 
Dexter Folder Nes 


FORMS 


American Lithofold Corp. 
Baltimore Salesbook Co. 
Business Forms Research Co. 
Cullom & Ghertner Co. 
Ennis Tag & Salesbook Co. 
Ersco ; 
Judson Formprint, ‘Inc. 
Moore Business Forms, Inc. 
National Litho Forms Co. 
Nebraska Salesbook Co. 
Planaform Co. 

S-K Forms Co. 


FORM HOLDERS 
Philip Hano Co. 
Saunders Mfg. Co. 

C. E. Sheppard Co. 
Arthur Thompson & Co. 


FURNITURE 


Cole Stee! Equipment Cc 
Colson Corp. 

Invincible Metal Furniture Co. 
Herman Miller Furniture Co. 
Worden Co. 


INTER-COMS 

Automatic Electric Co. 

David Bogen Co. 

Dictograph Products, Inc. 

Intrafax Div., Western Union 
Telegraph Co. 

Wheeler Insulated Wire Co. 

LAYOUT MODELS 

Visual Plant Layouts, Inc. . 


LIGHTING 


Day-Brite Lighting Inc. 
Luminous Ceilings, Inc. 
Luxo Lamp Co. 

F. W. Wakefield Brass Co. 


LETTERHEADS 
R. O. H. Hill, Inc. 


LITERATURE RACK 
Arlington Aluminum Co. .. 
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May, !70; 


Mar., 
June, 
Feb. 

Feb., 
Jan., 
Mar., 


Jan., 
Mar., 


MACHINE STANDS 
Interstate Engineering Corp. 
Maso Stee! Products 
Standard Sales Co. 

Weber Bros. Metal Works 


MACHINE TRUCKS 
Federal Cash Register Co. Apr., 114; 


MAILING EQUIPMENT 

Can-Pro Corp. Mar., 154; 
Inserting & —e Machine Co. May, 157; 
Pelouze Mfg. 

Wilson Jones Co. 


MICROFILM EQUIPMENT 


Filmsort, Inc. .. 
Recordak Corp. 


MOISTENERS 
A. C. Hummel Co 


NOISE CONTROL 
Acoustical Materials Assn. 
Ingolf Dillan Co. as 
Gates Associates 
Hush-A-Phone Corp. 


NUMBERING MACHINES 


Ajax Time Stamp Co. 
Wm. A. Force Co. ... Apr., 


OFFSET ACCESSORIES, SUPPLIES 

Allied Litho Supply Co. ..May, 

A. A. Archbold rr. P 

Azoplate Corp. 

Columbia “— & Carbon Mfg. ae 
b 


99. Mar., 144; 
Haloid Co. 
Jobmaster Co. 
Magnet Sales 
Folychrome Corp. 
Plate-O-Lith Co. 
Replica Products Corp. 
William Recht Co. Jan., 
Robertson Photo-Mechanix, Inc. 


PAPER CUTTERS 
Challenge Machinery Co. 


PAPER-HANDLING COMPOUND 
Lee Products Co. 


PAPER STOCK 


Eastern Corp. 

Hammermil|l Paper Co. 
Millers Falls Paper Co. 
Neenah Paper Co. 

Parsons Paper Co. 

Paterson papeenont Paper Co. 
Radiant Color C 

Rising Paper — 


PARTITIONS 


Building Products Div., Seaneaniens 
Metals Co. : ae 


PENCIL SHARPENER, ELECTRIC 
Stile-Craft Mfgrs., Inc. ....... 


PHOTOCOPY MACHINES 


American Photocopy 
Equipment Co. Mar., 

Anken Film Co. 

Copy-Craft, Inc. 

Cormac Industries, Inc. 

Peck & Harvey , 

Standard Register Co. . ., 108 


144; Apr., 
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POSTING TRAYS 

Charles R. Hadley Co. ...... 
National Blank Book Co. 

Posting Equipment Corp. . 
Shaw-Walker Co. 

RECORDS MANAGEMENT 
Theodcre L. Turney 

SAFES 

Meilink Steel Safe Co. . 
Pilfur-Pruf Safes . 
Schwab Safe Co. Jan., 140; 
Victor Sate & Equipment Products 


SEAT CUSHIONS 
Perfect Rubber Seat Cushion Co. 


SORTERS 


Artistic Desk Pad & Novelty Co. 
Associated Industrial Designers 
Nu-Craft Products Co, 
SorterGraf Co. . 


STAPLERS 
Bates Mfg. Co. 


STATIONERY SUPPLIES 
Add-A-Drawer 

Bernay Products Co. 

C-Thru Ruler Co ; 
Cushman & Denison Mfg. Co. ' 
Eberhard Faber Pencil Co. Mar., 152; 
Eria Paper Products 

Fisher Pen Co. 

Glue-Fast Equipment Co. 

Fred Goat C 

Lansdale feodaelé Corp. 

J. J. Lester & Co. 

Lockwood Co. 

Mayer Mfg. Corp. 

Mayfair Co ee: 
Metal Products Engineering, Inc. : 
Bert M. Morris Co. Feb., 134; 
Norma Pencil Corp. ; 
Pickett & Eckel, Inc. 

Prevue-Radsell Co 

Sanford Ink Co. 

Southern Friction Materials Co. 
Taxwise 

World Publishing Co. 

Zephyr American Corp. 


STEEL SHELVING 
Jayem Sales Corp. 
STEPS FOR SHELVING 
Narva Products, Inc. 


STORAGE CABINETS 
Parker Steel Products, Inc. 
Royal Metal Mfg. Co. 


STORM RACK 
Vogel-Peterson Co 
TABULATING EQUIPMENT 


International Business 

Machines Corp. Jan., 172; 
Monarch Metal Products, Inc. 
Tab Products Co. 


TAG IMPRINTER 
American Tag Co. . Apr., 


TAPES, ADHESIVE 


Armor Flex Traffic Products . May, 166 
Labelon Tape Co. .... Jan., 149 


Jan., 139; 
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Feb., 137; Apr., 119; May, 


TELEPHONE AMPLIFIER 
Special Devices, Inc 


TELEPHONE STERILIZATION 
Hygienic Phone Service, Inc. 


TIME CLOCKS 

Calculagraph Co. 

Cincinnati Time Recorder Co. May, 196; 
Kalex Corp. 


TYING MACHINES 
B. H. Bunn Co. 


TYPE COMPOSING MACHINES 
Filmotype Corp. Feb., 115; 


TYPEWRITER EQUIPMENT, SUPPLIES 


Ames Supply Co. 

Ciar-O-Type Co. 

William Dreusick & Co. 

General Fireproofing Co. 
Pres-To-Line Corp. of America 
Alfred Ransmayer & Albert Rodrian 
Typewriter Equipment Co. 

Martin Wiberg 

Zel-Tex Chemizai Co. 


TYPEWRITERS, AUTOMATIC 


American Automatic Typewriter Co. 
Jan., 160; 


June, 


May, 


TYPEWRITERS, ELECTRIC 
International Business Machines 


TYPEWRITERS, OFFICE 
Underwood Corp. 


TYPEWRITERS, PORTABLE 


Commercial Commodities Co. 
Tippa Products Co. 


WATER COOLER 
Allen Filter Co. 
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Neubauer Mfg. Co. 
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Rogersnap Business Forms 141 Wheeler Insulated Wire Co. 123 
Roll-A-Line, Inc. . Worden Co. ; ; garde a= 


TYPEWRITERS 





TECHNYSCOPE MODEL F.2 
fr | ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


ia 
— tad 


REGALRITE BRAND 
RIBBONS AND CARBONS 


* 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


. Proven—Best by Test—Best for Less 


The use of FLUORESCENT LIGHTING in- 
troduces an entirely new standard of 
scope illumination. The glass of the Scope 
and stencil remain cool. The entire writ- 
ing area of the stencil is amply and 
evenly illuminated. 

Compiete Price 

Request information from 


® 
TECHNYGRAPH COMPANY, TECHNY, ILL. REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, NY 
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Lots New! 

URING the first six months 

of this vear, more than 300 

items have appeared in the 

New Products section of Tre 
Orrick. The variety of office equip- 
ment and supply products intro- 
duced in the first half of the year 
have covered almost every category 
ranging from forms to automatic 
electronic equipment. In addition 
to a concise description and, in most 
instances, an illustration of the 
product; the full name and address 
of the manufacturer are published. 
When a product is manufactured 
overseas, the name and address of 
the American distributor (if any) 
are used. This allows the reader to 
determine whether or not the prod- 
uct is “‘new’’ to him since a blind 
description of some application of 4 
product, without revealing its trade 
name or 
turer, can be misleading. 


the name of its manufae- 
With the 
facts in sight before him, the reade1 
can decide if a product interests him 
or if he would like more information 
about it. If so, he can get fast 
action by shooting a letter to thie 
name and address printed at the 
head of the item. Some executives 
have a stock paragraph which their 
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secretaries use to obtain product 
literature while others dictate a let- 
ter indicating the exact information 


they desire. When possible, the !at- 


ter procedure often saves additional 


letter-writing because the manutae- 
turer may provide data on a more 
fitting product or model when he 
understands the reader’s needs. 

As a regular source of office 
equipment and supplies informa- 
tion, we believe THE OFrFrice is un- 
paralleled. The reader who pays $3 
for a two-year subscription receives 
information on new office products 
at a cost of less than 14¢ each. Those 
who save their copies can use the 
semi-annual New Products index 
and quickly refer to a previously 
published item any time they need 
to. Of course, you are invited to 
write us ‘‘if you don’t see what you 
want.”’ 

From 
vear will see a 
new developments in office equip- 
ment. Generally there is a heavy 
volume of product introductions in 
the fall months but, whether or not 
the trend prevails this fall, it looks 
like the biggest postwar vear. This 
should be weleome office 
management folks better 
tools mean higher office production 
at Jower cost. No office manager ean 
afford to pass up the monthly list- 
ings of new products, and few do. 
In facet, many readers have the 
sharpest vision when it comes to see- 
ing something that looks new or 
interesting, whether it’s in an office 
shown on the Camera! pages or a 
product mentioned in an article. 


indications, this 
number of 


present 
record 


news to 
hecause 
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CUT OUT 
ALL REWRITING! 


Z Gemenns tnouerais tne yom 
i ee 





i, 


i — 
DON’T REWRITE THis» 
OR THIS 2 





OR THIS 








OR THIS 








OR THIS 


In order-billing, it’s the rewriting and retyping that 
cause the wasteful errors, that add up the costly 
salaried time, and slow up the entire operation, Stop 
all that! Cut costs, speed routines, please customers, GET THIS 


get it done quicker, and right the first time! IDEA FOLDER! 
The DITTO idea is explained above, it adapts to MALL COUPON WOW! 


any company’s present routines. Mail the coupon, s : 
get the Idea Folder on Order-Billing and other DITTO, incorporated, 2227 W. Harrison, Chicago 12, Ill. 
in Canade: Ditte of Caneda, Lid., Toronto, Ontario 


Vv . 
DITTO One-Writing error-free speed-systemis! Gentlemen: At no cost or obligation to me please send me your 
ideo Folder on DITTO One-Writing Order-Billing. 





Also send me data on systems for 
Poyroll [) Purchasing | } Production 


@Wpitto. = 


ONE-WRITING SYSTEMS 
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A wide choice of type styles 
to PERSONALIZE YOUR LETTERS! 


Y Mw .. for your Secretary and You 


inthis NEW UNDERWOOD 150 


Sp Mow ( Triple Touch Tuning 


to PERSONALIZE HER TOUCH! 


5, ah hin 


Diamond Set 
Margins.. 


ab ol 


CG Color Control 


h Keyboard... 


ou 
€: 4 


Instant Margin 


Rea New { 


- Beautiful Color 


Combination... 


and Tab Setting... 


You'll find this Underwood 
loaded with new advan- 
tages...to lighten and 
brighten your secretary’s 
day. 


And you will smile with 
satisfaction when you see 
the accurate, crisp, clear 
work she can do now. 
and in the type style of 
your choice. 


It’s the finest typewriter 


you've ever laid eyes or 
hands on. Ask your local 


Underwood office (listed in 
the Classified Directory) to 
tell you about this delight- 
ful new Underwood 150 
and let your secretary try 
it in your own office, on your 
own work. Telephone now! 


Underwood Corporation 
Typewriters...Adding Machines 
Accounting Machines... Carbon Paper 
Ribbons... Punched Card Equipment 
Electronic Computers 
One Park Avenue, New York 16, N.Y. 
Underwood Limited, Toronto 1, Canada 


Soles and Service Everywhere 


: : 
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Wad erwood ewe LEADER OF THE WORLD 





